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BOOK-KEEPING. 



INTRODUCTION. 



Book-keeping is a mercantile term, used to denote 
the method of keeping accounts of all kinds, in such a 
manner that a person may at any. time know the true 
state of his affairs. 

Every person, engaged in business for himself, should 
keep a book of some kind in which to record all his 
business transactions. The day-laborer, the farmer, 
and the mechanic, should keep an account with every 
person with whom they deal. No one should trust trans- 
actions of a pecuniary nature to his memory alone. 

The merchant, who is incompetent to keep a full and 
accurate record of his business transactions, or neglects 
to do it, must abandon all claims to the confidence 
which he might desire others^ to repose in him ; all hope 
of success in the accumulation of property ; and forego 
all peace of mind, which he might otherwise enjoy in 
the prosecution of his business. 

How would economy and real enterprise be pro- 
moted — how much disaffection and contention among 
neighbors, and how many vexatious lawsuits would be 
avoided, if every one would keep a true account with 
every person with whom he transacts business ! 

Book-keeping should be more extensively taught in 
our schools. Among the many books already published 
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on this subject, none are well adapted to, and very few, 
if any, are intended for, the use of common schools. 
Hence, this important study is almost entirely neglected 
by those who attend such schools only, and pursued by 
but few who attend those of a higher grade. 

Many, indeed, think that the study of Book-keeping 
is useless, unless pursued in the counting-room, or in 
connection with the actual business of buying and sell- 
ing. This is a great mistake. Book-keeping is one of 
the most important branches of study that can be pur- 
sued by those of suitable age and attainments in our 
schools of every grade. It is a highly important branch 
of female education, and should be ranked next in the 
course of study, and next in importance, to reading, 
writing, and arithmetic. As well might a person post- 
pone the study of arithmetic, until he has occasion to 
cast the interest on a note, or to use a knowledge of 
figures for any other purpose, as to defer the study of 
Book-keeping till he has the cares of actual business 
on his mind. In fact, while the pupil is pursuing this 
study, he is applying the principles of arithmetic in a 
most practical manner. He is gaining discipline of 
mind — as much, at least, as by any other study. He 
is learning to spell the names of a great many articles 
in commerce, which would not otherwise come under 
his notice.^ He is, or ma^- be, improving his style of 
penmanship, especially when, as in this work, all the 
items, which he is required to copy, are printed in a 
beautiful script type. By taking such a view of the 
subject, we are led unhesitatingly to assert, that the 
schoolroom is the place to study Book-keeping; and 
with a suitable teacher aijd text-book, a thorough know- 
ledge of it can be obtained there. 

Such a text-book the Authors confidently believe they 
now submit to the public. 
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The work is divided into three parts. Part First em- 
braces three forms, or methods, of keeping accounts, 
adapted to the use of particular classes of individuals, 
and suited to the different capacities of students. 

After each form is a practical exercise, designed to 
test the learner's knowledge of the form he has just- 
passed through, and which cannot fail to give as thor- 
ough and practical a knowledge of Book-keeping as 
could possibly be obtained in a counting-room. 

The following are some of the advantages of the "Mer- 
chants' Form" over that generally used by them, where 
the Journal is a mere copy of the Day-Book or Blotter, 
and where each entry, or all those on the same page of 
the Journal, are separately posted : 

It saves more than one-third of the writing in jour- 
nalizing. It saves at least three-fourths the labor in 
posting. It requires but twelve lines in the Ledger to 
post a year's business, while in the ordinary way as many 
pages may be necessary. In settling with a person at 
the end of a year, you have only to refer back to twelve 
places in the Journal to show him all the items of his 
account, whereas m the ordinary manner of keeping 
books you might have to refer to five hundred. 

Other advantages might be named, but these are 
deemed sufficient to mention here. 

Part Second contains a ctear and comprehensive ex- 
position of the principles of Double Entry, exemplified 
in two sets of books, the second of which is peculiarly 
adapted to a retail business ; and as double entry is the 
only method that can be relied on for accuracy, it is 
confidently believed that this form of books, when 
knowif, will be generally adopted by that class of mer- 
chants for whom it is designed. 

The Third Part was prepared by a member of the 
bar, and the authorities consulted, and from which tlie 
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rules here laid down were collected (in addition to the 
reports of our Supreme Courts), are Story's, Chitty*s, 
and Byle's elaborate and scientific treatises upon bills 
and notes. 

This part consists of rules of evidence and general 
rules of law, in relation to bills of exchange, promissory 
and chattel notes, checks, books, of account, &c., to- 
gether with a large number of forms useful to all classes 
of business men ; such* as bonds, deeds, mortgages, bills 
of sale, powers of attorney, bills of exchange, notes, 
receipts, &c., &c. 

The necessity of a work of this kind to persons hav- 
ing any thing to do with notes or bills, is manifest. 

Thousands of dollars have been lost and squandered 
in litigation, simply from an ignorai\ce of the meaning 
and effect of a single word contained in a promissory 
note; and thousands, too, have been wasted through 
ignorance, on the part of business men, of some of the 
plainest rights and duties of the parties to such a note. 

A knowledge of a tenth part of the law in reference 
to notes and bills would have saved many a man from 
bankruptcy and poverty. ^ 

The obligations of the difTerent parties to a note or 
a bill are here clearly explained, so that a person with 
this book can easily ascertain his rights and duties, as 
drawer, accepter, indorser, indorsee, payee, &c., of a 
bill of exchange or a promissory note. 

The rules in reference to chattel notes and books of 
account will also be very useful to the business man, 
especially the farmer and mechanic. 

With these explanatory remarks the authors cast this 

work into that mighty stream issuing from the press, 

believing that it is not so trashy as to float with its froth, 

nor so incomprehensibly profound as to sink in its mire. 

- Rochester, January^ 1861. 



Digitized by' 



Google 



TO THE PUPIL. 



As you begin this study, let it be your fixed determina- 
tion to excel. A good knowledge of the principles of 
Book-keeping, and skill to apply them in real business, 
will be the most effectual means which you can employ 
to gain a ready passport to respectable and lucrative 
situations. Such acquirements, with diligence, perseve- . 
ranee, fidelity, and an uncompromising integrity, will 
be your most valuable capital. 

1. Be careful to spell all your words correctly ; mis- 
takes here will awaken suspicions that you are careless 
in other respects. 

2. Cultivate a legible and elegant style of penmanship. 
This work is prepared with special reference to this, as 
every thing which you are required to copy furnishes 
a specimen for your imitation in the art of penmanship. 

3. Make yourself familiar with the most concise, per- 
spicuous, and business-like forms of expression in record- 
ing all your transactions. 

4. Do e/ery thing with the same attention to ac- 
curacy, neatness, and order, as would be important in 
actual business. It is only in this way, that you will 
be sure to xm correct business habits. 
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5. When you enter upon business, see thai your 
books are kept up promptly with all the transactions of 
the establishment, and that they contain, in sufficient 
detail, a plain and truthful record of all your pecuniary 
affairs . 



COMMERCIAL ABBREVIATIONS. 

The following is a list of the abbreviations used in this work, 
and those commonly used in Book-keeping : 



Acct Account. 

Agt Agent. 

Amt Amount 

(^ At. 

Bal Balance. 

Bbl Barrel. 

B.B Bill Book. 

Bk.B Bank Book. 

Blk Black. 

Bot Bought. 

B. P Bill of Parcels. 

Bro Broad. 

Brot Brought. 

Bush Bushel 

C.B Cash Book. 

Co Company. 

Com Commission. 

Cr Creditor. 

C. S. B Commission Sales Book. 

Cts Cents. 

Cwt Hundred Weight. 

Dft .'...Draft. 

Disct Discount. 

Do. or Ditto The same. 

Doz Dozen. 

Or Debtor. 

Ds Days. 

E. E Errors Excepted, 

Exch. ...... .Exchange. 

Gall Gallon. 

Gro. Gross. 

Hdkt Handkerchiefl 



Hhd Hogshead* 

LB Invoice Book. 

Inst Instant. 

Int Interest. 

Lab Labor. 

Lbs Pounds. 

Led Ledger. 

Manufg. Manufacturing. 

Mdse Merchandise. 

Mos Months. 

No, Number. 

Oz. Ounce. 

Payt Payment. 

Pd Paid. 

'Per By. 

Pr Pair. 

Ps Pieces. 

Qrs .*. Quarters. 

Reed Received. 

Recvble , Receivable. 

Rend Rendered. 

S. B .....Sales Book. 

Shipt Shipment. 

Sks. Skeins. 

Sps. Spools. 

Thd Thread. 

Ult Ultimo. 



Yds.., 



.Yards. 
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PART FIRST. 



FORM FOR FARMERS. 



This Form requires but one book, in which two pages op- 
posite each other are appropriated for each individual account. 
The name of the person should be written in a bold hand at 
the top of the page, and the letters Dr. at the right of the 
name on the left-hand page, and Cr. at the right of the name 
on the right-hand page. Each page should be divided by 
perpendicular lines into five spaces, the first for the month, 
the second for the day of the month, the third for the items, 
the fourth and fifth for dollars and cents. Whenever you 
trust the person with any thing, the date, name, and value cf 
the thing should be placed on the left-hand or debit page ; 
and whenever he pays or trusts you with any thing, the date, 
name, and value in dollars and cents should be placed on the 
right-hand or credit page of his account. 

For example, if, oh the first day of January, 1848, you sell 
I. H. Jameson five bushels of wheat at one dollar and twenty- 
five cents a bushel, and on the fifteenth day of February fol- 
lowing he pays you four dollars ; on the fourth day of March 
you sell Lim twelve pounds of butter at fifteen- cents per 
pound, eighteen pounds of cheese at eight cents per pound, 
and ten bushels of oats at thirty-one cents per bushel ; and 
on the first day of May he pays you cash five dollars, — the 
entries would be as follows : 
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All the accounts should be kept in the above manner, and 
on the first day of January, or of some other month, in each 
year, should be settled, and the book balanced. 

In settling with a person, if he pays you in cash, or gives 
you his note to balance his account, give him credit accord- 
ingly. If you pay him cash, or give him your note to balance, 
charge him accordingly. If the account is not balanced by 
cash paid, or note given, it should be done by giving the 
person credit, or charging him with enough to balance it. 
For instance, if you find that he is owing you, give him credit 
for the amount "By Balance," and charge the same to him 
in the new account. If, on the other hand, you find that you 
are OAving him, make him debit for the amount " To Balance," 
and credit him with the same in the new account. 

The first account on the following pages is with a merchant, 
and is explained on the same pages. 

The second is an account with a dealer in boots and shoes, 
and kept in the same manner as the one with the merchant. 
You find, on settlement, that he owes you four dollars and 
twelve cents. You then give liim credit " By Balance" for 
that amount ; and aher adding up the columns, and dra^ving 
the lines as before directed, you make him debtor " To Bal- 
ance" in a new account opened on the same page. 

The thirS is an account with a day-laboi-er. On settlement, 
you find that you owe him thirteen dollars and fifty-two cents, 
wliich you pay in cash, and balance the account accordingly. 

The fourth is an accoimt with a harness- maker. On settle- 
ment, you find that you owe him seventeen dollars and ten 
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cents, for which you give him your note payable in six months, 
and balance the axjcount accordingly. 

The fifth is an account with a hired man. On settlement, 
you find that you owe him forty dollars and sixty-nine cents, of 
wliich you pay in cash fifteen dollars and sixty-nine cents, and 
give your note for twenty-five dollars, due in three months, 
and balance the account accordingly. 

The sixth is an account with a blacksmith. On settlement, 
you find that you owe him five dollars fifty-four cents, which 
you pay in cash, and balance the account accordingly. 

Tlie seventh is an account with a merchant tailor. On set- 
tlement, you find that you owe him four dollars and seventy- 
eight cents, which you pay in cash, and balance the account 
accordingly. 

The eighth is an account with a corn-field, containing five 
acres. It is made debtor for every expense incurred, such 
as manunng, plowing, ban-owing, cultivating, planting, seed, 
hoeing, harvesting, threshing, marketing, and interest on the 
value of the land, and is credited for what the crop produces. 
The difference between the Dr. and Cr. sides of the account 
shows, of course, the gain or loss on the crop. The balance of 
this account shows a profit of forty-seven dollars fifty cents on 
five acres of corn. 

The ninth is an account with Pork, and is made Dr. for every 
expense incun*ed, from the purchase of the hogs to the market- 
ing, and is credited for what the pork produces. The balance 
yy^ this account shows a profit of thirteen dollars thirty-four 
cents in fattening five hogs. 
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The tenth is an account with a wheatfield, containing ten 
acres. It is made Dr. for every expense incurred, from break- 
ing up the ground to marketing, and Cr. for what it produced. 
The balance of this account shows a profit of seventy dollars 
twenty-two cents on ten acres of wheat. 

The eleventh is an account with a potato-field, containing 
one acre. It is made Dr. for every expense incurred, from pre- 
paring the ground to marketing, and Cr. for what the crop 
produced. The balance of this account shows a profit of 
eighty-eight dollars fifty cents on one acre of potatoes. 

The Farmer may keep an account with Cash on the same 
plan as the accounts on the preceding pages, by heading the 
account Cash, and making it Dr. To the person of whom, or 
thing for which it was received; and Cr. By the person to 
whom, or thing for which it was paid. If he has the curiosity 
to know exactly what he is making or losing by raising any 
particular crop, he may open an account with the field in 
which it is to be raised, making the field Dr. for the labor of 
ploAving, dragging, sowing, harvesting, threshing, marketing, 
&c., and Cr. for what it produces ; the difference will show his 
gain or loss. 

In like manner, he may open an account with his farm, 
making it Dr. for all he puts on, such as horses, cattle, sheep, 
hogs, fowls, farming utensils, seed, labor, <fec., and Cr. for all 
it produces, or that is taken off; the difference will show the 
gain or loss in carrying on his farm. 

As soon as an account is opened in this form, the name and 
page on which it may be found should be entered m the index, 
so that it may more readily be referred to. 

After becoming familiar with the foregoing instructions, the 
learner may next proceed to copy the accounts on the following 
pages into his blank book, leaving the balancing entries until he 
has added the debtor and credit columns, and subtracted the 
least from the greatest. Tlien, if he is right, he may make the 
balancing entries, and close the accounts. Always use a ruler 
in drawing the balancing lines, and exercise some taste in doing 
it neatly. 
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The foregoing account is with a merchant. On the left- 
hand page he is debited with every thing you have let him 
have, and on the right-hand page he is credited for every 
thing you have purchased of him. On the 31st day of De- 
cember, 1848, you wish to settle this account, which is done 
in the following manner. 

In the first place you add the sums in the money columns 
of the debit side of tlie account, and find they amount to 
forty-six dollars and fifty-nine cents, which is the sum total of 
all that you have let him have. You next add the sums in 
the money columns of the credit side, and find they amount 
to seventy-eight dollars and eighty -three cents, which is the 
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value of all the articles you have purchased of him. You then 
subtract the forty -six dollars and fifty -nine cents, the amount 
you have let him have, from the seventy-eight dollars and 
eighty-three cents, the amount purchased of him, and find 
the difference to be thirty-two dollars and twenty -four cents, 
w^hich is the amount you owe him. You then pay him this 
amount, and enter it on the debit side of his account, " To 
! Cash to Balance." The debit and credit sides will now foot 
j alike. You next draw single hues opposite each other undeL 
these columns, and after adding and placing the amount undei 
them, you draw double lines to signify that the two sides are 
balanced and closed. 



VI 



Digitized by 



Google 



Q/amsd ^Lo^eM 



// 






Q^ec 



Qf^ 



i5 

4 
/^ 

/ 
SO 

SO 



so 



/^ s6 ^^. Si^i^ 

^^ S^ /A^. ^Aee^e/ 



.07 

,45 
.S^ 
.40 
.07 
.05 



<£fo SSa^x^nce/ 



^azne 



?zeu 



uicn/icd 



so 



60 
00 
59 
04 
50 
SO 
90 
60 
S4 
90 



50 



/£ 



■f^4^ 












S^J. 


b' 


<^o S ^u^A ^/^/uui 


4.4S 


^ 


24 


// 


// 


-- SOy^ /^^. &li4 


.0^ 


/ 


64 


Q/^/it. 


/ 


^- / ^iui/i. ^oin/ 






6S 


y / 


// 


'' % '' ^ea^ui 


4.00 




50 


Q/^y 


^ 


- /g^^ 






75 


// 
// 


// 

7 
// 


- S fd.. <^tay ^ItA 


.75 


s 


75 
B5 
00 


<^efU. 


9 


'' 4 l/^ced^ ^cz^eut^ ^ow 


.S5 


4 


00 


0a. 


46 


- i> ^u^A ''yf/iea^ 


' 4.00 


^ 


00 


gA^ov 


4S 


-•' 4 /A SSca^e^ 


.4S 




59 


Q^ec. 


SO 


^' ^a^A £o ^u&unce/ 




4S 


5.^ 




S^ 


6'^ 



18 



Digitized by V^jOOy It^ 



a^med 



td 



2 



'i^i 




K^un.. 


4 


<£^o^. 


/i> 


Q/^t. 


S7 


-- 


SY 


ofi-t'ne 


^9 


q/u/u 


^ 


// 


S4 


gu. 


9 


e^f. 


/S 


Ql^. 


S5 


// 


30 



'' S '^ SSooi<i /oi ^oy4 Y.T5 

^' Q^^ic/tng^ ^ootkt Jot Qfatn'e^i 

'^ / '' G^iocco ^/toe4 

^f / '' 0{4.m^'j /ot^ Q/a7HC4 



Uzi/iefi 



uimncd 



30 



00 
50 
50 
75 
50 
S5 
^3 
00 
00 
00 
75 
/J* 



50 






q/ux 



o/u/y 






6' 
/ 

S4 
S9 
24 

9 



Wy "^lau^^ 6' "^oidj ^Yfoo^ . .3^ 

<^£<zO. o/tiiotna //l?oci .75 

clo. Q2)m'iutm^ Q^'^Cunuie .75 



4 (j^. 
6 c^. 

5 €^. 

3 c/o 

5 <^. 

2 c/o. 

3 t/o. 



c/o. 0c 



y 



c/o. e:7Coct>?iy ^oin/ 
cCo. aZ^ut'7in 



e/o. o/Atc^nm 



V 



.75 

.75 
^.00 
^.50 



c^. c^ud^AtTia ^oiTi/ .75 



2^ 



04 
25 
00 
50 
50 
00 
50 
76 
25 



^0 



19 



Digitized by 



Google 



^wm^i ^mUP 



^i4^ 




G^i. 


4 


Q/i/it. 


s^ 


€>y^^. 


5 


// 


// 


g>a. 


¥4 


// 


S6 


oA^tA. 


// 


// 


// 


Q}ec. 


^ 


// 


30 



^c 3 fc/^. ^zay ^^// .75 

'' S QSayJ "jhtd u^aA ^ea^m/ 4.50 






^4e ®a^ 



.^5 

.S5 

S.OO 



niu Qyjole a^ 6 7}ionihd lo Sdadmce/ 



/^. 



3 
/ 

§5 

6 
/ 

/ 
4 

// 
~63 



25 
00 
90 
00 
00 
00 
00 
00 
00 
40 

S5 



Q/amed C^CamiMon/ 



4S\i^ 












c>%/ 


4S 


(^ 


4 &{. ^loya. ^ooi^ ^yeut 


9 


50 


G^^jt. 


S7 


// 


G/^n(/cna ^oolki ^^ 




75 


Q/^/it. 


45 


// 


^^adn 


5 


00 




4 
45 






34 

6' 


^4 
00 


•2^4 


3 


// 


^a<>A 


40 


00 


// 


// 


// 


c^Z<>i'je cK ^^utiuige 4 aau 


4 


50 


0a. 


9 


// 


4 ^. <^t:ne ^ooU^ ^oyet^ 
4 l^iACicoae ^yPi^P 


4 


00 


// 


// 


// 


44 


00 


qA^oi'. 


30 


// 


4 ^a^/le^ (£^tun4 ^o<f^7^ 


6' 


00 


Q^ec. 


95 


// 


4 ^. &u.7n/^ ^yeu 


4 


75 


// 


30 


// 


^^atf^n 


45 


69 


// 


// 


// 


9ny Qyrol& at 3 77i<ynrln^ to Soa^tice/ 


S5 


00 




4S^' 


00 













Digitized by V^jOOy It^ 



^ii^e^/^/. (^o-jUP ^l 


// 
ofune 

// 


S9 
// 

^9 
^6 

// 

30 


^y / ^loA 0¥uied (^t^n^ Si^t7ie/i 
'' S 9Kz?ne (Mia/i^ .36 


30 
/ 

46 
4 
/ 


00 
00 
50 
00 
00 
00 
75 
00 


63 


25 






Q/ar/ied (^uimcuoTi/ 7^?. 


i^4^ 


34 
30 


^ 4 Q^ni^J ^^a^ 9-00 
'^ 2 ilo. do. 40.00 
'^ 6 do. do. 4S.00 


36 

7S 


00 
00 
00 


/ 


4S^ 


.00 


1 1 I 
1 



21 



Digitized by 



Google 



Ofamed G/^S/u^acn/ ^^. 





^4 

SO 


oA^of^. 


45 


// 


// 


// 


// 


Q!»». 


24 


// 


30 








^ 


s.oo 


40 


4.4 S 


4 


.36' 


6 


.6S 


4 




4 


^ 


5 




37 









00 
00 

4^ 
0^ 
6'6 
50 
54 



46 



^^de^^e'6^ '^JViuie 



e?*- 



4^4^ 












G^i(at. 


45 


(STo 4 ^ou/^fooc^ 




s 


00 


Q^/tt. 


^ 


^^ 6 ^<i. ^iU^e^ 


.45 




90 


Oftme 


2S 


^' 4 ^^/. S^^u^ 




6 


00 


// 


// 


"^ ^a^4 




40 


50 


<?A^<^. 


S3 


^^ % e%» S^y 


i.oo 


4 


00 


QSec. 


44 


-^ / 9lS?y S49 /dd. 


.04 


• 9 


96 


/,■ 


30 


/- ^a^4 ^ ^aAnc^ 




4 


7^ 




3^ 


44 











Digitized by 



Google 



Q/a??ied G^c^^aen/ x^t^. 



4^4^ 










ofan. 


8 


^y / ^^m^et (^/e^ 


S^ 


00 


// 


*/ 


" (^Jioe^'fia S&>tae/ 


/ 


00 


^^ 


9 


'' ^eilmy / (^/ioe/ 




f3 


Q/t/iz. 


f5 


'^ / cJ^^ ^/et^ui 


/ 


00 


Q//i(ay 


i 


// i* SiS}e^ .50 


/ 


00 




// 

5 

// 




/ 


75 
00 




9 




/ 


50 
46 











'^^e.le^. "m/c/eP 



4^4^ 










S^J. 


/ 


(^u Q/^ui^tna ^^oai 


5 


00 


Q/^t. 


a 


'' ^ ^uiu'ny 2 ^. €^a^M /ot ^cy^ . /^ 




3^ 


// 


// 


-- / <^atm ^1.^ 


4 


00 




45 
9 


^^ Q/^4^ny ^ua 0^ ^/o^Jwd ^ot ofcui, 
^' bulimy S ^oae<t ^t ^oy<s .3^ 


^4 


00 
00 
76 


Q!ec. 


S5 


^^ / ^. ^a/,mie^ 0{znia/oon^ 


6 


00 




3i 


^4 








i ' ""* 





23 



Digitized by 



Google 



^^orn/ce/dj &rt?/c G^ze .££ol 



^^4^ 




G^^y 


/ 


// 


3 


// 


4 


// 


5 


// 


6 


//' 


// 


o/une 


6 


/ / 


// 


Ofu/y 


<? 


// 


// 




5 


// 


// 


QSec. 


/^ 


// 


// 


// 


/5 


// 


// 



S^^i 



:^^ 



5 (9^?^ 



(^J* ^^, ^i^.e^/vu^€n 



ny 



s.oo 
s.oo 
s.oo 

Y.50 

f.OO 

.75 

¥.50 



4 ^^ c^. ^u/icvcUtna 

(/o. <::?^^€^na <t>t<i£ i^Jtte/ .75 

tlo. €^/o^viny ¥.50 

c^, c?&>e6na ascone/ Ume^ .7 5 

cU. ^tUUna uh ^^oin/ .75 

clo. c^udAi^na .75 

i/o. Q^iaw^fia fk/ S.OO 

c/o. (^nie^MTta^ Ac. .75 

c^. G^^(ai46l^a 8.00 

^n^,5actsd®05O=S5O .7 



5 '/ 

S -/ 

5 ^/ 

4 ^' 
¥6 '^ 

2 -^ 

3 ^^ 

5 ^^ 
o/ni. on 



U on 



¥0 
6 



¥S 

4 

S 

4 

¥7 

47 

¥3S 



00 
00 
00 
S5 
75 
00 
00 
75 
50 
75 
00 
00 
00 
S5 
00 
50 
50 

S5 



^oJ Q^OCOUTl^ 



r 












0a. 


¥5 


^0 5 S&:)ad, ^ife^A^ ¥J^7 ^. 


.3 


35 


6¥ 


// 


'/ 


^^ 75 ^u^/t. ^oin/ 


.50 


37 


50 




¥3 

¥7 

// 


'' €^to/a tm^n^y ^ot4 


.5 


4 

5 

' ¥S 

.p4 


50 
00 
34 

95 















24 



Digitized 



by Google 



(^07,9?/ceui, &rt/i^e G€cze <££ol l^^. 



■ 






0isc 



44 



'^ 46s do. do. Jot Aoma u^ ,25 

'^ ^a^4^ 2 ,^wld 0^um/i4^ .75 

^^ 6 ^S}add&^umf^4^^4ofn6u^ .50 

^^ ^€Uf4/ot 440 &uJL ^om/ .50 



77yd &€ccoun^ 



4^4^ 



^y 672 A ^ot£^ S^ami/y U4e/ .5 
^^ ^aJl^t 4.467 ^.. ^oii .5 




7 
40 
40 

3 
70 




00 
75 
00 
50 
00 
00 



25 



?^. 



»i^> 



SS 
5^ 



60 
35 



25 



Digitized by 



Google 



6 



rr^eaweu/, Q/en Q^ze c^£i^ 



CTj 



/^J^ 




($/une 


/^ 


/ / 


/j? 


^c/U. 


^ 


/ / 


/ ' 


// 


// 


// 


// 


4^49 




(9^. 


^^ 


// 


/5 


6^;^. 


J^> 


^5k 


/J 


// 


// 


// 


// 


// 


// 



^o7 Q^^. ^^.^/of4^^y 2.00 

'' 2 '' c^. Si^itou^ S.OO 

'' 6 '' €^. ^u^ciMilcn^ 2,00 

^^ a^ ^u^l ^ee<^ ^//^/leai 4.25 

^^ c^Sz^, S^uttowma and QiUc^Ma 

'^ 9Szwealma 40 Q/C^te^ 4.50 

'^ (^%^/^ 200 ^€^£. "yjn^tzi .7 

'' G^t4^^cna200 c^. do. .3 

^^ Ofn^. on 40 acted @ fdOfiet acte=i500 . 7 
'' &{o/a on, 40 G^u^ ^Wieai 



Qrune 
// 



Q^'^uci 



-''2 '^ do. 9S>ecT. 



<^o 4 Q}^. o^^ ^^gW^ ^S^ttawtn^ 
'' 42 ^ud4. <^o^a^oed /ot <^eed ,37y^ 
2 Q^d. ^Sz^, &/an^€n^ 4.00 



n^ 



4.00 



4 ^' do. ^^u^t^^ 
Q2/taapna and ^ovetm^ 

5 ^d. ,SSz^.Qy^t4ee^ 2.00 
^to^ on one Q/C>te o/ 0^okUoed 



4A 

4 

42 

24 

4 

4 

45 
6 

44 
6 
2 

S5 

70 



,205 



00 
00 
OjO 
^^ 
00 
00 

00 
00 
00 
00 

oq 

00 

22 

40 



^^a^c=/cJ</,aTeG4>^e^o^ ^t. 



44S 



00 
50 
00 
50 
00 
50 
00 

00 

50 



00 



26 



Digitized by 



Google 



^/ceuiy Q/en G^ze c££o^ xB't. 






^y ^dSSu^A. "JfJUae^tS^aw^Me^ ¥.00 
^^ do. ^ 400 ^/ do, 4.00 



45 

90 

400 



S05 



40 



.^!&^a^o=Meut, C^/ie &vcze <:^£ol 



4^Ai 



4i49 



45 



47 



^y ^odA/ot 42 ^u<^A. 0i>CaloM .S5 
S5 &Su<^4. ^^na^0{>^aio€^' .20 

^cuid^ 300 ^u^4. ^oiaioe^ .35 



3 
5 

405 



. 



443 



00 



?7 



Digitized by 



Google 



BOOK-KEEPlNa. 



PRACTICAL EXERCISES. 
farmer's form. 

On the following pages will be found a Memorandum of the 
business transactions for the year 1850, which the learner may- 
arrange in his blank book in the same manner as the accounts 
on the preceding pages. The name& are not given, but the 
occupation, as merchant, blacksmith, shoemaker, tailor, <fec. 
The learner may substitute for these the names of persons with 
whom he is acquainted, following these occupations. The price 
per yard, ounce, pound, ton, day, month, pair, piece, &c., is 
given, leaving the amount to be extended by the learner. He 
may also substitute the abbreviations, wherever they can be, in 
place of the whole word. 

The accounts to be opened in this set are with a merchant, 
shoemaker, blacksmith, tailor, harness-maker, hired man, 
neighbor, cornfield, and wheatfield ; and if the transactions 
are properly disposed of, the balances will show that I am in- 
debted as follows : — To the shoemaker, $8.20 ; the hired man, 
$82.31; the harness-maker, $19.00 •/ the blacksmith, $9 00; 
the merchant, $5.25. The tailor owes me $11.09 > my neigh- 
bor owes me $1.25. Profit on 10 acres of corn, $79.83; do. 
on 15 acres of wheat, $185.08. 

In addition to the above, the learner may open accounts with 
different fields of grain and other crops ; and if he is a farmer, 
let him get the facts of actual experiments as near as possible, 
and see what branch of husbandry is the most profitable. 



MEMORANDUM FOR 1850. 

JANUARY 
5th. Sold the tailor 2 cords of wood, at $2.1 2^. Bought of the 
shoemaker 2 pair ofstoga boots, at $2.50. lith. Bought of the 
tailor 1 pair of pantaloons for my hired mariy'at $6.00. \bth. 
Sold the shoemaker 3 cords of maple wood, a^$2.00, cfwcZ bought 
of him 1 pair of woman's boots, at $1.50. \Wi, The tailor Jtas 
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cut a pair of pantaloons for me, at 25c., and a coat at 50c. 28/A. 
Sold the harness-maker 1 ton of hay at $8.00, and bought of 
him 1 single harness cr^ $20.00. 

FEBRUARY 
9t^. Drew wood for my neighbor to-day with my teamy at 
$1.50. \Qth, Bought of the shoemaker 2 pair of children s shoes, 
at l5c., and had a pair mended, at 25c. 20th. Paid my hired 
man'dash, $5.00. 23rf. Sold the shoemaker half a ton of fiay, at 
$7.00, and half a bushel of beans, at $1.00. 2bth. My hired 
man has lost 2 days time, at 50c. 2^th. The tailor has made 
a vest for me, at $1.50. 

MARCH 

^th Worked for the blacksmith \\ days with my team, at 

$1.50. \Qth, The blacksmith mended my hay-knife, at 25c. 

Bought of the merchant 30 yards of Brown Factory, at lOc, 

and half a dozen spools of white thj'ead, at C2c, 2Sd. Bought 

1 lb. Young Hyson tea at^bc, and sold him Ij tons of hay ^ at 
$8.00. 26th. Sold the harness-maker 25 bundles of rye straw, 
at 4c., cmd he has repaired my harness, at $4.00. 

APRIL 
Ml. Sold the blacksmith 9 pounds of butter, at 14c. 
\bth. My neighbor has plowed for me 1 day icith his team, at 
$1.50. The blacksmith has ironed my whippletrees, at $1.25, 
and sharpened my colter, at 12c. 18^^. Sold the blacksmith 5 
busliels of potatoes, at 50c. 23cf. The shoemaker has tapped 
my boots, at 50c. 

MAT 
\st. Bought of the blacksmith 1 large device, at $1.13, and 
plowed the shoemaker* s garden, at $1.00. Ath. Finished plow- 
ing cornfield to-day,^ days, with team, at $2.00. bth. Planted 
corn 1 day for my neighbor, at *lbc. 1th. Sold the tailor 4 
hns/iels of potatoes, at 3 Ic, and 5 lbs. of butter, at 1 2^c. Labored 

2 days harrowing cornfield, at $2.00, and 2 days furrowiju/ 
ccm field, at $1.50. Sth. Planted in cornfield 2 bushels of seed 

com, at $1, and finished planting cornfield, eight days, at 

,1 • ' 
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$1.00. 14^A. My neighbor let me have 25 bushels of potatoe^y 
at 30c. \bth. Bought of the merchant three yards of black 
cassimere, at $1.50, 25 pounds of sugar, at 9c., one pound of 
Young Hyson tea, at I5c. ; and sold him 15 pounds of butter, 
aM2^c., and nine dozen of eggs, at 10c. 31s/. Bought of the 
harness-maker one saddle, at $14.00, and paid him cash 110.00. 

JUNE 
1st. Bought of the shoemaker 2 pair of Morocco buskins, at 
$1.25. 6th. My neighbor has hoed corn for me, 3 days, at 75c. 
Sth. Cultivated cornfield eight days, with horse, at $1.50, and 
finished hoeing cornfield, twelve days, at $1.00. 9/^. Black- 
smith has repaired my wagon, at $3.25, and s1iX)d two horses, at 
$1.00. Ibth. Bought of the shoemaker 1 pair of gaiter boots, 
at $2.25. 21^/. Sold the blacksmith 12 pounds of butter, at 
12^c. 22rf. Finis/ted plowing wheatficld, fifteen acres, ten 
days, at $2.00. 2bth. Sold the merchant 15 bushels of oats, at 
30c , and gave' my hired man an order on him for goods, $18.50. 
26//t. Finiahed harrowing wheatfield, three days, at $2.00. 

JULY 
\st. Sold the merchant 8 pounds of butter, at \2\c., and 
bought of him 1 pound of Young Hy$on tea, at 75c., 2 gallons of 
molasses, at 44c., and ten yards of calico, at 12jc. 2d. Bought 
of the shoemaker one pair of fine boots, for my hired man, at 
$4.50. 4th. Paid my hired man cash, on account, $10.00. ^ 
bth. Finished plowing cornfield, five days, at $1.50. \bth. 
Bought of the blacksmith one hay-rake, at $8, and he has mended 
my pitchfork, at 13c. 24th, Drew hay, with team for my 
neighbor, one day, at $1.50. 25ih. Sold the blacksmith half a 
ton of hay, at $5.00. 315^. Sold the blacksmith one ton of 
luiy, at $0.00. 

AUGUST 
Sd. TJte blacksmith has set my wagon tire, at $1.25, and 
made a linchpin, at 13c. Sold the merchant tioo tons of hay, at 
S6.00. 24/A. Paid the shoemaker cash, on account, $5.00, and 
sold him a calf -skin weighing 10^ pounds, at 10c. 
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SEPTEMBER 

2d Bought of the blacksmith one pair of small device , a^ $ 1 .25, 
ard he has set one shoe, at 12c. 4 th. Bought of the merchant 
X5 pounds of nails, at 6c., and sold him four busMs cf apples, 
at 2bc.,and five pounds of butter, d/ 14c. bth. Sold my neigh- 
bor eight busJiels of seed wfieat, at $1,25. 14 th. Finished cut- 
ting up com in cornfield, nine days, at $1.00. Labored with 
team on wheatfield, cultivating, ten days, at $2.00. Sowed 26 
bushels of seed wheat, at $1.25. Labor, furrowing, and ditch- 
ing, $5.00. Two days* labor, sowingi at $1.00. ISth. Sold 
the blacksmith one cord of wood, at $2.00. 
<m OCTOBER 

5th. Sold the merchant 12 bushels of corn, at oOc, and bought 
of him a bill of goods amounting to $15.94. 21ie blacksmith 
has ironed a luinber wagon for me, at $22.00, and made a neck 
yoke, a/ $1.25. ^ My neighbor has threshed for me two days, at 
75c. Pastured the shoemaker's cow six weeks, at 25c., and 
bought of him two jx^ir of boys' boots, at 82.00. \2th. Sold my 
hired noan 2 J yarda 9f gray cloth, at l5c. 11 th. Threshed for 
my neighbor two days, alloc. \Slh. Sold tJie tailor Z6 pounds 
of pork, at 8c. lOtA. The tailor has made a pair of pantaloons 
for my lured man, at $1.00^ 

NOVEMBER 
2d. Measured out of the products of my cornfield, for home 
use, 74 bushels of ears of soft com, at 13c. ; 315 bushels of ears 
of sound corn, at 25c. ; cornstalks, $25.00 ; pumpkins, a<$5.00. 
8 /A. Sold the blacksmith two bushels of turnips, at 25c. 9th. 
Labored in cornfield, husking, forty days, a< $1.00; five days 
with team, drawing in, at $2.00. ISth. Bought of the merchant 
1 umbrella, at $1.50, 5 pounds of coffee, at 14c., and 10 pounds 
of cotton batting, at 10c. ; and sold him 15 bushels of potatoes, 
at 25c., and 20 bushels ears of com, from cornfield, at 25c. 
loth. Bought of neighbor one barrel of salt, at $1.25. 22d. 
The blacksmith' has shod for me one pair of horses, at $2.00. 
Sold tlie tailor half a ton of hay, at $8.00. 25tk. Sold the 
blacksmith 12 bushels of ears of corn, from cornfield, at 26c. 
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29th, Sold the tailor three bushels of wheat, at $1.26. Paid 
my hired man, cash, $8.00. Bought of the shoemaker one pair 
of fine boots, at $4.50. 

DECEMBER 

^d. Sold the blacksmith five barrels of cider, at $1.25. 5th, 
Bought of blacksmith 2S pounds of gate hinges, at 12c. *Jth, 
Sold the shoemaker om cord of wood, at $2.25. Wth, Sold 
the tailor 6 yards of gray cloth, at 56c., and 14 pounds of lard, 
at 1c, lUh, Labof*ed threshing corn, from cornfield, seven 
days, at $1.00. Koth, Received cash for one hundred bushels 
of com, at 50c. 18 /A. Bought of the merchant 2^ yards of 
cassim&re, f(yr my hired man, at $1.25, and 8 pounds of crushed 
sugar for myself , at 13c. Sold him two cords of body maple 
wood, at $2.50. T/ie blacksmith has sharpened and set 6 shoes 
on my horses, at 12^c. The tailor has cut for me 2 pair of 
pantaloons, at 25c., and one vest, at 26c. Bought of the shoe- 
maker one pair of stoga boots, for my hired man, at $2.50. Sold 
the blacksmith 4 cords of tvood, at $2.25, and 8 bushels of oats, 
at 31c. 2bth. Bought of the merchant 2 gallons of molasses, at 
44c., 5 pounds of raisins, at 13c., and 5 pounds of rice, at Oc. 
30^A. Received cash for 80 bushels of com, at 56c. 3167. Re- 
ceived cash f(yr 52 bushels of com, ai^Qc, Marketing 232 bush- 
els of corn, at 3c. My hired man has worked for me 8 montJis 
at $13.00, owdf 4 months at $10.00. Int. on cornfield land, 10 
acres, at $50.00 per acre, at 7 per cent. 

To close the account with wheatfield, it will be necessary to 
trespass a little on tlie year 1851. 

August ISth, Harvesting 16 acres, at $1.25. 24th. Draw- 
ing it into the bam, $10.00. October 1 9 th. Threshing 346 
bushels of wheat, at 1c. Reserved 46 bmhels for home use, at 
$1.00. 26th, Sold, for cash, 85 busMs of wheat, at $1.25. 
November \bth. Sold, for cash, 100 busliels of wheat, at $1.13. 
1 Sth. Sold, for eash^ SO bushels of wheat, at $1 .06. 22d, Sold, 
for cash, 35 bushels of wheat, at $1.00. Marketing 300 bushels 
of wheat, at'-Sc. Interest on 15 acres of land, at $50,00 per 
acre, aj. 1 per' cent. 
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The books necessary in this form are the Day-':>ook and 
Ledger. A Cash-book may be kept or not, at the option of 
the Book-keeper. 

The Day-book is a book in which all business transactions 
should be recorded at the time and in the order in which they 
occur. It is divided by perpendicular lines into seven spaces. 
The month occupies the first space ; the day of the month, the 
second ; the name of the person and the transaction, the third , 
the value of the items, in dollars and cents, the fourth and 
fifth ; and their sum total, the sixth and seventh. 

If, for example, on the first day of January, 1 848, you sell 
Benjamin Hamilton the following articles : — One brass plated 
single harness for thirty dollars, one pair of halters for one 
dollar and seventy-five cents, and one riding bridle for one 
dollar and fifty cents — ^your Day-book entry would be as fol- 
lows : 
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If you bad purchased the same articles of Hamilton, all the 
difference in the ^entries nvould have been this: after the name 
on the first line, in the place of Dr. you should have written 
Cr.; and on the next line, in the place of To you should have 
written By, 

Whenever it is necessary to tepeat the date, or the word 
To or Byj it may be done by placing two dots (thus, ^^) under 
the date or word to be repeated.' One Une should be left be- 
tween .eveiytwo entries.* 

The Ledger is a book to which each person's account is 
transferred from the Day-book, and arranged on a page by it- 
self. The name of such person should be written in a bold 
hand at the top of the page, with Dr, on the left and Cr. on 
the right. 

Each page of the Ledger should be dinded, by a double 
perpendicular line, into two equal parts; the one for the 
debtor, and the other for the creditor side of the account. 
Each of these parts should also be divided by perpendicular 
lines into six spaces ; the first space for the month, the second 
for the day of the month, the third for the items, the fourth 
for the page of the Day-book on which the original entries 
were made, and the fifth and sixth for dollars and cents. 

The first account to be opened in the Ledger is that of the 
person whose name stands first in the Day-book. As soon i\s 
it is opened it should be entered in the Alphabet. 

The Alphabet, or Index, is a small book in which are 
arranged, in alphabetical order, the names of all persons 
having accounts in the Ledger, together with the pages on 
which such accounts are entered. 

Posting Books in this form, is collecting and transferring 
each person's account from the Day-book to its appropriate 
page in the Ledger. The entries recorded in the Day-book 
should be posted in the order in which they occur ; that is, 
the first entry should be the first posted, and the second entry 
next, and so on until they are all posted. 
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Wli3never there is more than one article charged or cred- 
ited to an mdividual on the same page of the Day-book, the 
several sums should be added, and the amount entered in the 
Ledger, To, or By Sundries; but when there is but one 
article so charged, or credited, i** may be specified in the 
Ledger. 

On the first page of the Day-book you will find the name 
of Isaac H Jameson, the first recorded. He is there, on the 
fkrst day of January, 1848, made debtor for one set of double 
harness at twent3'-six dollars, and one pair of halters at one 
dollar and seventy-five cents, the sum total is twenty-seven 
dollafs seventy -five cents — on the second page, 13 th day of 
January, for one halter strap at thirty-one cents, and mending 
tug thirteen cents, sum totid forty -four cents — on the fourth 
page, 31st day of January, for repairing harness one dollir, 
one pair of tugs three dollars, one pair of* tugs two dollars, 
sura total six dollars — on the sixth page, 28th day of January, 
for footing fine boots three dollars fifty cents, one pair of 
gaiters for wife two dollars, sum total five dollars fifty cents 
— on the eighth page, 10th day of March, for seventeen 
pounds of gate hinges, at thirteen cents per pound, two dol- 
lars twenty-one cents, shoeing horse one dollar, sum total 
three dollars twenty-one cents — on the ninth page^ 2'7th day 
of March, for repairing threshing-machine four' dollars sev- 
enty-five cents; and on the tenth page, 31st day of March,, 
he is made credit for the amount of his account, thirteen 
dollars seventy -five cents, and his note to balance the account, 
thirty- three dollars and ninety cents; and should be posted as 
on the following page. 

On that 'page, also, the same account is posted by figures, 
the small figures indicating the Day-Book page, and the lar^e 
ones the amount of the entry transfeired. When the hue 13 
filled, these sums are added, and the sum total extended into the 
money columns. This method of posting is adopted by some, 
because it occupies so much less space in the Ledger than the 
former. The learner,* if he chooses, may practice both. 
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PRACTICAL EXERCISES. 

The form on the preceding pages, although it is designated 
as the ** Mechanism's Fopn," is, nevertheless, well adapted to the 
use of professional men and merchants ; and from the fact that 
a majority of merchants, in the small villages throughout the 
country, keep their books after this form, we have thoughts best 
to give a Memorandum of the business transactions of a mer- 
chant for three months, requiring the pupil to record them in 
the Day- Book, post to tlie Ledger, and balance the accounts as 
in the preceding. The price per oimce, pound, gallon, yard, or 
piece, is given,- leaving the amount to be extended by the 
learner ; and if the above-described operation is correctly per- 
formed, it will be found, cm balancing the books, that the fol- 
lowing person^ are indebted to you for the sums opposite each 
name:— Hiram Mann, $39.42; Milton Seclj^, $42.71 ; Albert 
J. Hovey, $7.17 ; Charles R. Hecox, $^.49 ; WiUiam F. Ash- 
ley, $9.15; Ephraim B. Price, $6.43; Peter* Brant, $17.63; 
William Walling, $7.52 ; Merrit Thornton, $23.03; John- Mes- 
senger, $1.71 ; Alpheus Clark, $8.81 ; Samuel Weaver, $28.CC ; 
John Hancofii^ $12.63; Samuel Moore, $17.21; Nathan Brit- 
tan, $5.36 ; and you are indebted to Myron Holmes $2.32. 

For manner of keeping Cash-Book, see page 146-148. 



MEMORANDUM. 
JANUARY 
1st. Sold Hiram Mann 2\ yds, broadcloth, at $3.00, 1^ yd, 
8tlk serge, at $1.50, 1 doz. large buttons, at 75c., and -J doz. small 
do., at 25c, 2d, Sold Myron Holmes 10 yds, silk, at $1.50, 
and 5 sJceins silk, at 4c.; Milton Seely, 1 cap for boy, at 
$1.25, and 1 pair small coarse boots, at $1.50 ; Albert J. Ho. 
vey, 10 lbs. sugar, at lOc, and 1 lb. tea, at $1.00. 3a?. Sold 
Charles R. Hecox 5 yds. calico, at lOc, 5 lbs. coffee, at 14c., 
and 1 lb, tea, at $1.00; William F, Ashley, 15 lbs. sugar, at 
lOc, 1 oz. nutmegs, at 12c., and 1 oz. cloves, at 13c. 4/A. 
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Sold Ephraim B. Price 1 hhL salt, at $1.25, 1 hbl. water limey 
at $2.25, 50 lbs, coarse salt, at Ifc, and 20 lbs. mackerel, at 
8c.; Peter Brant, 10 yds. muslin de laine, at 50c., 15 yds, 
factory, at lOc.^ and 5 spools thread, at 5c, ; William Walling, 
20 lbs. sugar, at lOc, 10 lbs. coffee, at \0€.,^d 1 lb. tea, at 
$1.00. 1th. Sold Merrit Thornton 3 yds. gr^ chih, at $1.00, 
3 yds. factory, at Sc, and buttons, 6r. ; Hiram Mann, 8 lbs. 
sugar, at 9c., and 5 lbs. coffee, at 14c. ^th. Sold John Mes- 
senger cloth and trimmings for overcoat, at $9.00, 6 yds. cassi- 
mer, at $2.00; and he lias paid me cash, on account, $20.00. 
10^/i. Sold Albert J. Hovey 10 yds. calico, at \2\c., and 1 
spool thread, at 5c. ; Alpheus Clark, 1 yd. silk, at $1.25, 1 cord 
and tassel, at $1.00, a no? 3 skeins silk, at 4c. llth. Sold Mil- 
ton Seely 1 ps. factory, 30 yds., at 10c. I2lh. Sold John Mes- 
senger 60 lbs. sugar, at lOc, and 1 ps. factory, 40 yds., at 8c.; 
and bought of him 1 frkin butter, at $10.00. 14th. Sold Mer- 
rit Thornton cloth and trimmings for pants, at $6.00. \bth. 
Sold William Walling 3 yds. S. Q. cloth, at 56c. IQth. Sold 
Peter Brant 1 lb. tea, at $1.00, and 10 lbs. sugar, at 10c. \1th. 
Sold William F. Ashley 9 yds. bed ticking, at \2\c., and 3 
spools, at be. \8th. Sold Charles R. Hecox 9 yds. factory, at 
9c., 9 yds. ticking, at V2\c.,and 2 spools, at ^c. 19th. Sold 
Samuel Weaver 4 yds. light green broadcloth, a/ $2.50, 3^ yds. 
worsted goods, at l5c., and buttons, 50c. ; and bought of him 
20 lbs. butter, at 1 5c., and 10 doz. eggs, at 10c. Sold Ephraim 
B. Price, per wife,' 9 yds. muslin de laine, at 25c. 21st. Sold 
Albert JMIovey, 1 pair kid gloves, at $1.00 ; Myron Holmes, 
1 pair Kid gloves, at $1.00. 22d. John Messenger has j^aid 

2Sd. Sold Hiram Mann 8 yds. 
^v., «,,cv* * »^.^^., at 5c. Peter Brant has paid me 
cash, on account, $10.00. Sold John Hancock 1 lb. tea, at 
$1.00, 6 lbs. coffee, at 12jc., and 10 lbs. sugar, at 10c. 25^^. 
Sold Milton Seely 3 yds. cassimer, at $2.00> 3 yds. factory ^ at 
8c., and buttons, Qc. 2Qth. Sold Samuel Moore, per Emo- 
gene, 1 pair kid gloves, at $1.00, and 1 pair cotton, at 19c.; 
William Walling, 10 yds. calico, at 14c., 15 yds. .factory, at 
10c. ; and bought of him 10 cords maple wood, at $2.00. 29th. 



me cashWfn account, $5.00. 
calico, at 12\c., and 1 spool. 
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Sold Peter Brant 15 lbs. sugar , at lOc, and 5 lbs. coffee, at 
14c. 30 tk. Sold Samuel Moore cloth and trimmings for coaly at 
t^9.80, 1 pair suspenders, at 50c., and 1 pair gloves, at 31c.; and 
lie has paid me cash, on account, $25.00. Sold Myron Holmes 
1 pair buckskin gloves, at §1.00, 1 pair black kid do., at J»1.00, 
cloth and trimmings for dress coat, $15.00, 50 lbs. sugar, at 
lOc, 20 lbs. coffee, at 15c., 5 lbs. tea, at 50c. ; and he has paid 
me cash, on account, $25.00. Bought of him 10 super plows, 
a^$5.00. 3\8t. Sold Nathan Brittan 1 pair cotton hose, at 
25c., 1 pair worsted gloves, at 50c., and 1 doz. sk^ns worsted, 
at 13c. 

FEBRUARY 

1st. Sold William F. Ashley 1 silk pocket handkerchief, at 
50c., and 1 cravat, at $1.50. ^th. Sold Ephraim B. Price 14 
yds. shirting, at 12c., 2 yds. linen, at 75c., 4 yds. calico, at 6c., 
and 1 doz. spools thread, 63c. 6 th. Sold Samuel Moore 2 
rolls white paper, at 31c., and 3 brooms, at 18c. 6th. Sold 
Milton Seely 1 satin vest pattern, $3.25, 1 yd. cambric, lOc, 
1 white do., 13c., and ^ doz. buttons, at 12c.; Samuel Weaver, 
13 yds. shirting, at 13c., 2i yds. Irish linen, at 88c., and 3 
spools thread, at 6c. 7 /A. Sold Al})heus Clark 10 yds. sheet- 
ing, at 10c. ; William Walling, 12 yds. calico, at 8c., and 5 
lbs. batting, at \2\c. Sth. Sold Ephraim B. Price vest and 
trimmings, a^$2.25, 1 yd. linen, 75c. ; and bought of him bill of 
groceries, $15.42. Qth. Sold William F. Ashley^ 20 yds. 
calico, at \2\c. Wth. Sold Merrit Thornton 1 doMbimblers, 
$1.00, and 8 lbs. refined sugar, at 12jc. ; Nathan BHttan, 12 
yds. barred mull, at 31c,, and 2 pair cotton hose, at SwB 13th 
Sold John Hancock 1 pair rubbers, at $1.00, 1 pair kid gloves, 
at $1.00, and 1 pair buskins, at $1.50. 14th. Sold Hiram 
Mann 1 graduated rohe, $3.50, 1 yd. drilling, at 13c., and 
thread, 6c. Ibth. Sold Samuel Moore 32 yds. sheeting, at 
lOc, and 4 yds. Irish linen, at $1.00. IQth. Sold Albert J. 
Ilovey 1 set fine blue ware, at $3.50; Peter Brant, 1 lb. tea, at 
81.00, and 5 lbs. rice, at be. ; John Messenger, 10 yds. muslin 
de laine,. at 25c., and 1 yd. drilling, at 13c. ISth. Sold Myron 
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Holmes, per son, 1 vest pattern and trimmings, at $8.00. \^th. 
Sold Charles R, Hecox 17 yds, sheeting, at 6c., and 20 yds. 
calico, at \2\c, 20th, Sold Samuel Moore 1 fur hat, a^ $4.00 ; 
Milton Seely, per wife, super, shawl, a^ $30.00 ; John Hancock, 
1 gal. lamp oil, a^ $1.60, and 2 gals, molass^at Sl^c. 2 1st. 
Sold Samuel Weaver 2 yds. mull edge, at Sic, and 1 jxiir 
gloves, at l5c, 22d, Sold Merrit Thornton 3 yds. cassimer, 
at $2.00, \ yd, canvas, at I9c., and Ipair black silk gloves, at 
$1.00. 25th. Sold Alpheus Clark 10 lbs. mackerel, at 8c., 20 
lbs, sugar, at lOc, and 10 doz. eggs, at 14c. 2'Uh, Sold 
Hiram Mann 1 ps, sheeting, 30 yds., at lOc, and 20 yds. 
calico, at 10c. 2^th. Sold Samuel Moore 6 yds. alpaca, at 
60c., and 1 yd. cambric, at 10c. ; Myron Holmes, 9 yds. mus- 
lin de laine, at 37^c., 2 spools thread, at be, and 5 skeins silk, 
at 4c. ; William F, Ashley, 1 vest and trimmings, $5.00. 

MARCH 
. 1st, Sold Albert J, Hovey 4 lbs. cotton batting, at \2\c„ and 
8 yds.^^lico, at 12^c. '2d, Sold Milton Seely 3 yds, edging, 
at 8c, ;K B, Price, 4 lbs. coffee, at 14c., and 1 lb. cinnamon, 
at 31c. ^th. Sold Merrit Thornton 2\ yds. linen, at $1.00, 9 
yds. gingham, at 38c., and 1 doz. spools, 63c. Qth, Sold John 
Messer^ 1 cap, at $1.60 ; Samuel Weaver, 1 ;;air rubbers, at 
$1.15. 1th, Sold Alplieiis dark 1 gal. lamp oil, at $1.00, and 
3 lbs, nails, at 8c. Sth. Sold John Hancock 3 bbls. salt, at 
$1.00, 100 lbs. sugar, at 7Jc. ; and he haspaid me cash, on ac- 
count, $10.00. Sold Peter Brant 2 brooms, at 13c., and 3^ 
yds, flannel, at l5c. 9th. Sold William Walling 6 yds. al- 
paca, at 50c., and 1 yd, cambric, at 10c. ; and bought of him 
10 lbs. butter, at I2\c. Wth. Sold Charles R, Hecox 1 pair 
kid gloves, at $1.00, 1 pair rubbers, at $1.50, 1 pair buskins, at 
$1.25; and bought of him 1 firkin butter, 80 lbs., at \2\c. 
I2th, Sold Hiram Mann 3 bbls. salt, at $1.00 ; Merrit Thorn- 
ton, 9 yds. calico, it 12^c. ; and bought of him 1000 ft, hern- 
lock fence boards, at 1^. Sold Peter Brant 12 lbs., sugar, at 
10c. 13iA. Sold Milton Seely, per wife, 12 yds. silk, at $1 .25; 
and he has paid me cash, on account, $20.00. 14/^. Sold 
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William F, Ashley, 12 yds, calico, $1.00; Myr(m Holmes, 
per wife, 1 pair kid buskins, at $1.50. 16th, Sold Samuel 
Moore, 1 set blue ware, at $3.00; Samuel Weaver, 1 set 
fine blue tea ware, at $3.50 ; William Walling, 2 bed cords^ 
at 25c. lOth. Shld Merrit Thornton \ bbL mackerel, at $9.00. 
18//i. Sold Ephraim B, Price 2 yds, satinet, at loc, 20th. 
Sold Peter Brant 4 yds. satinet, at $1.12, and 2 yds. cassimer, 
at §1.50; John Hancock, 3 linen handkerchiefs, at 44c., and 1 
yd. lifu-n, at 75c. ; Samuel Weaver, per wife, 1 yd, Italian silk, 
at $1.5 Or 1 cord and tassel, at $1.25, and 3 skeins silk, at 4c. 
2 1 si. Sold Milton Scely 1 ve.st pattern, at $1.50, and trimmings,- 
at 38c. 22c/. Sold Albert J, Hovey 9 yds. muslin de laine, ai 
31c., and 2 skeins silk, at 4c. 23fl?. Sold Ephraim B. Price 8 
yds. gingham, at oOc, 1 yd. cambric, at lOc, and 2 spools thread, 
at be. 2oth. Sold Charles R, Hecox 10 yds. gingham, at 31c., 
and 1 sjoool thread, at be, ; John Hancock, 3 linen handkerchiefs, 
at 31c., and 1 yd. linen, at Ibc. ; Peter Brant, 14 yds. sheeting,* 
at 1 Ic, 30 yds. do., at 9c., 2 yds. Irish linen, at tpc j and bought 
of him 15 lbs. butter, at I2^c. 2.6th. *Sold William Walling 
150 lbs. sugar, at 10c. 21 th. Sold Samuel Weaver 3 yds. black 
cassimer, at $2.00 ; Hiram Mann, cloth and trimmings for 
dress coat, $15.00 ; William F. Ashley, 2 pair small shoes, at 
31c. ; and he has paid me cash, on account, $5.00. 28|^ Sold 
John Messenger 1 set buttons, at loc.^l hank thread, at J^^., and 
1 j9c/z> shoes, at $1,00. 29^A. Sold Myron Holmes 1 shawl, at 
$10.00, 1 pair kid gloves, at $1.00, 2 yds. mull edging, at 40c., 
1 bag clasp, at 50c., a7id 1 yd. silk velvet, at $3.50 ; Samuel 
Moore, 9 yds. silk warp alpaca, at 75c., 1 yd, cambric, at lOc, 
1 2^o.ir kid buskins, at $1.00, 2 linen handkerchiefs, at 50c., 1 
yd. silk, at $1.75, 1 cord and tassel, at 75c. 30th. Sold John 
Messenger 1 gal, lamp oil, at $1.50. Albert J, Hovey has 2>aid 
me cnsh, on account, $5.00. 
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The principal Books of this Form are the Day-book or Blot- 
ter, the Journal, the Ledger, and Cash-book. 

The Day-book and the manner of keeping it are the same 
as described in the second Form, with these exceptions : the 
manner and place of dating are different, and it is ruled with 
single money-columns in^ead of double. 

A Petty Alphabet or Index to the Day-book should also 
be kept, in which all the names entered in the Day-book during 
a month should be entered and alphabetically arranged. 

This book should be commenced on the evening of the first 
business-day of each month, by writing in it all the names that 
were entered in the Day-book during the day, together with 
the pages on which such entries were made ; and so every 
evening during the month, enter in the Alphabet all the new 
names that appear in the Day-book, with their pages ; and if 
a name appears that has already been entered in the Alpha- 
bet, enter the number of the page on which it stands opposite 
such name. Whenever the name occiirs more than once on 
the same page of the Day-book, it is indicated in the Al- 
phabet by repeating the number of the page. A small cross 
(■+■) placed after the figuFe indicates that there is a credit-entry 
on that page in the Day-book. 

The Journal is a book into which all the items of each 
person's account are transferred from the Day-book, and so 
arranged that those for each month are collected together. 
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At the close of every month the Day-book should be jour- 
nahzed, which is done in the following manner : Transfer the 
first entry of the month, in the Day-book, to the Journal ; then 
find the name thus transferi-ed in the Alphabet, and if that has 
been kept as above directed, you will see on what pages of the 
Day-book this name again occurs ; then turn to these pages in 
order, and transfer to the Journal all the items entered to this 
name, placing them under the name already entered there, 
with the dates, &c., keeping the debits and credits by them- 
selves. After thus transferring them, place two parallel lines 
(thus Ij^ opposite each entry on the Day-book, to indicate that 
they hav^c been earned to the Journal. Proceed in the same 
manner with the next name in the Day-book, and so on until 
all is journalized. 

After journalizing the month's transactions, the books should 
be /jora pared to see if the accounts are correctly journalized; 
and if found correct, write in the Day-book, after the last 
entry for the month, Examined. 

The Ledger in this Form is a book in ^vhich a whole, or 
a part of a page, is appropriated to every ' account in the 
Journal. 

This book is ruled hke the Ledger of the second Form, but 
the lines which there separate the space for the day of the 
month from the month may be omitted. 

An Alphabet or Index to the Ledger, like the one de- 
scribed in the second Form, is necessary. 

At the close of the first month the Journal should be post- 
ed. But before this is done the Ledger (which we will sup- 
pose is new) should be paged, and the names of all the persons 
(including Stock, Cash, and Merchandise) with whom you have 
opened an account should be written at the top of the space 
appropriated to such account. These names, with Dr, on the 
left and Cr. on the right, should be written in a bold hand, 
and then should be alphabetically arranged in the Index, with 
the page of the Ledger on which they are recorded. The 
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Journal should next be page-marked, which is done as follows : 
open to the first account in it, and then find in the Alphabet 
what page of the Ledger is appropriated to this account, and 
place the number of this page on the margin of the Journal, 
opposite such account. Proceed in the same manner until 
each account in the Journal is page-marked. 

You are now prepared to post the books. Commence with 
the first account in the Journal; the figure in the margin 
shows the page of the Ledger appropriated to this account. 
Enter on tfie Dr. side of that page the month in the first space ; 
"To Merchandise" in the wide space, the page of the Journal 
in the next, and the sum total of the debits in the two next 
spaces. Then if there are any credits to this account in the 
Journal, their sum total should be entered in the Ledger on 
the Cr. side in the same manner, except in the wide space 
write "By Cash," "By Merchandise," or " By Sundries;" as 
the case may be. Then place two parallel oblique lines, one 
above and the other below the figure in the margin, to indi- 
cate that the account has been posted. Proceed in the same 
manner until each account in the Journal for the month has 
been posted. At the close of the next and the subsequent 
months, the Journal should be posted in the same manner as 
above described. 

Every month, immediately after the Journal has been posted, 
it should be compared with the Ledger, to see if any mistakes 
have been made in posting. In order to facilitate this, it should 
be done by two persons. One should take the Journal, and 
commencing with the first account in the month, give its title 
and the page of the Ledger upon which it is posted, as indi- 
cated by the figures in the margin of the Journal ; the other 
should then turn to this page in the Ledger, and see if it is 
correctly posted, while the first reads from the Journal the 
entry, amount, page, <fec. 

In comparing the books, if an account is found to have been 
overlooked, it of course should be posted immediately. 

If an entry has been made on the wrong side of an account 
in the Ledger, it should not be erased, but the same amouht 
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should be entered on the opposite side of this a<;count " To" 
or " By Error," and then the entry made as it should have 
been at first. 

If an entry has been posted to the wrong account, the same 
amount should be entered on the opposite side of this account 
"To" or "By Error," and it should then be posted in its 
proper place. 

When either the Day-Book, Journal, or Ledger is written 
full, its place is supplied by a new one, and the different books 
are usually designated by the first letters of the alpliabet : the 
first day-book as Day-Book A ? the second, Day-Book B : the 
first journal as Journal A ; the second. Journal B : the first 
ledger as Ledger A ; the second. Ledger B ; the third. Ledger 
C, <fec. 

After writing the Day-Book for the months of January, Feb- 
ruary, and March, journalizing and posting it to the Ledger, the 
accounts may be balanced. 

Balancing accounts is placing a sufi&cient sum on the least 
side of an account to make it. equal with the greatest, and is done 
by adding the Dr. and Cr. columns, subtracting the least from 
the greatest, and making the account Dr. " To" or Cr. "By Bal- 
ance' ' for the difference. The debit and credit sides will now foot 
alike. Next draw single lines opposite each other under these 
columns, and, after adding and placing the amount imder them, 
draw double lines under the amount, to signify that the two 
sides are balanced and closed ; then bring down the balance by 
making the account Dr. " To" or Cr. " By Balance" of old 
account. But if the Ledger is fulli and you wish to transfer 
the account to a new one, let the balancing entry be " To" or 
" By Balance to Ledger B ;" and m the new Ledger, " To" or 
" By Balance from Ledger A." 

In the following set of books, after writing the Day-Book, 
journalizing •and posting the three months' transactions, the 
books may be balanced, and the accounts transferred to a new 
Ledger. 
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Petty Cash-Book. 

This book should be ruled like the Journal, as in the form 
on the following pages. The word Cash should be written 
in a bold hand at the top of the page, near the centre, 
with 2>r. over the left-hand money columns, and Cr. over the 
right. 

The receipts of cash should be entered in the debit c^limins, 
and the disbursements in the credit columns, and balanced 
every night. For example, see the opposite page. 

This book may be ^vritten on the last three or four pages of 
the Journal. For the purpose of making it more practical, I 
have given a narrative of the receipts and payments of cash, 
from tlie 10th to the close of the month, leaving it for the 
learner to enter it, in the proper form, in the Cash-Book, bal- 
ancing and bringing down the balances every night. 

For another form of this Cjish-Book, see page 148. 

Note, — It is often difficult to make pupils understand the 
propriety of making Ctish debit wiien it is received, and credit 
when it is^ paid away. 

This difficulty may be obviated by explaining to them the 
original meaning of the word Cash, Tlie word originally sig- 
nified Chesty or place where money was kept, instead of money 
itself. Now, if I placed all the money I received in a certain 
box, I could at any time tell by my books how much there 
was in it, if I made the bol Dr. for all sums put into it, and 
Cr. for all sums taken out. Just so with Cash. Wherever I 
receive money, I put it in some place, and calling this place 
Cash, make it Dr. for the amount placed there, the same as I 
would a person, if I placed the money in his hands for safe- 
keeping. • And so, whenever I take out any money from the 
place where I keep it, and pay it away, I give Cash credit for 
it. The difference, then, between the Dr. and Cr. sides of the 
Cash account thus kept, shows how much money I have on 
hand. 
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January lOth. Paid for personal expenses, $8.00 ; a blank 
hook J 75c. ; errand hoy, 6c. ; postage, 15c. Received for nier- 
cliandise sales this day, $15. 7 4. \\th. Paid for 1 gal. of cam- 
phene, 56c. ; parallel rule, 50c..; merchandise bought of a ped- 
dler, $7.50. Received for merchandise sold this day, $9.63. 
12 th. Paid for postage, 25c.; one gross Gillott's pens, $1.25; 
merchandise bought at Rochester, $25.00. .Received for mer- 
chandise sold this day, $14.55. 13^A. Paid for a bottle of red 
ink, 13c. ; hand-bills, $2.00. Received for merchandise sales 
this day, 412.64. 14/A. Paid for repairing blinds, $2.50; 
wrapping paper, $3.00 ; postage, 10c. ; envelopes, 12c. ; wafers, 
10c. Received for meirhandise sold this day, il0.13. 15 th 
Paid for express char ges,.$l. 50 ; postage, 15c. Received for 
merchandise sold this day, $7.96. 17^A. Paid for cartage. 
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25c.; for hardware bought of J, M. French d Co,, $17.50; 
postage, 20c. Received of Mha Mary Emmonds, on account, 
$2.00. Merchandise sold this day, $16,74. l^th. Paid far 
postage, be. ; hill paper, 75c. Received f<yr merchandise sold 
this day, $8.63. 19tk Paid for the use of a horse and buggy 
to Canandaigu4i, $1.50 ; expenses, l5c. Received for merchan- 
dise sold tfiis day, $11.92. 20/A. Paid for me cord of wood, 
$2.25 ; postage, 20c. ; errand boy, Qc. ; cartage, 25c. Received 
for merchandise sold this day, $17.04. 2lst. Paid for adver- 
tising in the " Whig," $1.00 ; samng toood, 75c. / postage, 6c.; 
a lot of bed cords, $5.00. Received for merchandise sold this 
day, $6.34. 22d, Paid for camphene lamp wicks, 31c.; post- 
age, 15c.; \ ream of letter paper, $2.00. Received for mer- 
chandise sold this day, $13.57. 2ith, Paid far one gallon of 
camphene, 56c. ; postage, 25c, ; ink-stand, 50c. ; cartage, 25c. 
Received for m£rchandise sold this rfay, $15.32. 2b th. Paid 
for 1000 business cards, $3.00 ; one ream foolscap paper, $3.50 ; 
one doz, pass-books, $1.00. Received for merchandise sold this 
day, $9.44. 26lh. Paid for making store shelves, $2.50 ; post- 
age, 5c. Received for merchandise sold this day, $11.88. 27 th. 
Paid for a camphene lamp, $4.00 ; express charges, 50c. ; 
merchandise, $14.13; cartage, 2 be. Received for merchandise 
sold this day, $14.23. 28/A. Paid for postage, \bc. ; a tin 
wa^h dish, 31c. Received for merchandise sold this day, $8.49. 
2 9 /A. Paid for two doz. whips, $16.00; a new stoye for the 
store, $4.50 ; fixing the pipe, 50c. Received for merchandise 
sold this day, $lb.9i. 31 st. Paid for store rent, $25.00 ; post- 
age, 10c. ; four doz. brooms, $8.00 ; cartage, 25c. ; errand boy, 
6c. Received for merchandise sold this day, $18.63. 

On the next page will be found another method of keeping 
the Cash-Book. Where the page is divided into two equal 
parts, and the Dr. and Or. entries separated, and each placed 
on its appropriate side of the account, it is balanced every night, 
and the balance brought down. The learner may practice both 
forms, making use of the same transactions in this as in the 
preceding form. 
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PRACTICAL EXERCISES. 
merchant's form. 

For the purpose of giving a more practical knowledge of tbe 
foregoing form of books, we have given on the following pages 
a Memorandum of the transactions as they occuired, for tlie 
months of April, May, and June, giving the price per yard, 
pound, oujice, gallcwi, or p^ece, leaving the amount to be ex- 
tended by the learner. 

Before commencing the Day- Book, transfer the balances 
from the last Ledger to the new one, making the persons that 
are indebted to you debtor " To Balance from Ledger A," and 
the persons to whom you are indebted credit " By Balance from 
Ledger A," placing the number of the page from whence the 
accoimt was transferred in the column appropriated for that 
purpose, so that, in case of necessity, the old account may be 
more readily referred to. 

The transactions on the following pages may now be recorded 
in the blank Day- Book in the same manner as in the preceding 
form. After writing one month. Journalize and Post it accord- 
ing to the directions previou^y given. . 

If the balances of the accounts in hed^9t A are properly 
transferred to Ledger B, and the transactions on the fqllowing 
pages correctly recorded, journalized, and posted, the accounts 
in Ledger B will, with the exception of the account of Levi S. 
Fulton, all balance. 

The learner may, if he chooses, substitute his own name for 
that of Levi S. Fulton ; and instead of Lyons, at the top of the 
page in the Day- Book and Journal, he may insert his own place 
of residence. 



MEMORANDUM. 
APRIL 

J -it, Bot, of Remsen <S; Polhamus 4 lbs. tormight nails, at 
16c. Sold Horatio N. Tafiy per nife, 10 yds, gingham, at 
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31c. 3c?. Sold Ephraim B, Price 2 yds. satinet, at 75c. ; Rev, 
Ira Ingraham, per daughter, 3 linen h(*ndker chiefs, at 44c., 
and 1 yd. linen, at l5c. 4th, Sold George C. Dean, per 
yjifi* 8 yds, gingham, at 31c., 1 yd. cambric, at lOc, and 2 
spools thread, at 5c. 5th. Sold Moses Austin 1 oz. nutmegs, at 
13c., and 3 yds. sheeting, at 10c. ; James McElwain, 4 yds. 
satinet, at $1.12, and 2 yds. ca^simer, at |1.50. ^th. Sold 
Daniel Watrous 4 lbs. butter, at 14c. ; Abram L. Beaumont, 2 
pair small shoes, at 66c. ; Thomas. E. Dorsey, 14 yds. sheet- 
ifig, at lie, 30 yds. sheeting, at 9c., and 2 yds. Irish linen, at 
l5c. Bot. of Thomas E. Dorsey 14 lbs. butter, at 14c. 1th. 
Sold John Adams 150 lbs. sugar, at 9c. 8th. Sold Samuel 
Moore 9 yds. flannel, at 60c. ; Miss Mary Emmonds, 3 yds. 
velvet ribbon, at 13c., and 1 pair silk gloves, at 63c., and she has 
paid me i6.Ql to balance her account. 10 th. Sold Thomas 
Rook 1 set buttons, at Inc., 1 fiank thread, at 13c., 1 pair buskins, 
at 11.13, 9 yds, calico, at 12c., and 3 skeins silk,. at 4c. II th. 
Sold Horatio N. Taft 1 looking-glass, at $8.00 ; Thomas E. 
Dorsey, 2 yds. calico, at 8:., 7 lbs. coffee, at lOc, 2 lbs. refined 
sugar, at 14c., and 1 lb. Young Hyson tea, at 88c. 12^A. Sold 
Ephraim B. Price 9 yd!), calico, at 19c., and 3 yds. calico, at 
lOc. ; e/bwa5 W.Goi>drich, 3 yrf*. 6/ac^ cassimer, at $2.00; 
John M. Hohey,^p^-vv'ff^, 10 yds. calico, at 1 5c., 2 lifien hand- 
kerohiefs, at 40c., and 8 window glass, at 5c. ISth. Bot, of 
Rcmstn dt Polhximus a bill of goods amounting to $13.10. Sold 
Jam£s McElwain, per Newson, 12 yds. calico, at 12c. \Ath. 
Sold Nathan Brittan 1 gallon lamp oil, at $1.25. Bought of 
Moses Austin 10 lbs. butter, at 14c., 4 doz. eggs, at 10c. Sold 
Levi S. Fulton 6 lbs. butter, at 14c. ; Rev. Ira Ingrakam, per 
wife, 4 yds. rtSb'on, at 20c., and 4 skeins silk, at 4c. I5th. 
Sold Justin W. Bumham 3 yds. cambric, at lOc, and 2 yds. 
green baize, o,t 50c. ; John Adams, 26 yds. muslin de laine, at 
2oc. \1th. Sold George C. Dean 6 yds. cambric, at lOc, and 
8 yds. drilling, at 12c. \Sth.. Sold Daniel Watrous 2 sheets 
pasteboard, at lOc, and 5 yds. -ribbon, at 15c.; Abram L. 
Beaumont, per wife, 3 yds. bonnet ribbon, at 55c., and 4 skeins 
tilk, at 4c. 'l*)1h. Sold James Rogers 5 lbs. baiter, at 14c. 
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Bot. of James Rogers 1 'pair gaiter hoots, at 62.00. Sold Ho- 
ratio iV. Taft 1 pair kid gloves, at $1.00, and 2 linen hand- 
kerchiefs, at 44c. Bot. of John Adams a hill of goods for 
L, S. Wood, $3.15, 20th. Sold John M. Holley \ Ih. cinna- 
mon, at 38c., 5 Ihs. raisins, at 18c., and 1 oz. nutmegs, at 12c. 
Sold Rev, Ira Ingraham 7 yds. carpeting, at 85c. 2\st. Sold 
George C, Dean 2^ yds. cassimer, a< $1.50, and 1 yd. sheeting, 
at 10c. Sold Jonas W. Goodrich 12 yds, calico, at 20c.. and 
1 Jiank thread, at 15c. 22d. Sold James McElwain 12 Ihs. 
sugar, at 9c., 5 lbs. Old Java coffee, at 15c., and 2 Ihs, tea, at 
I5c. Paid Lucius S. Wood, cash, $25.00. 24th, Sold 
Samuel Moore 1 set knives and forks, at $2.75. Samuel 
Moore h^s paid me cash, on account, $12.00. Sold Thomas E. 
Dorsey 2 gals, molasses, at 60c. Bot. of Thomas E. Dorsey 
8 Ihs, butter, at 13c. ; and he has paid me cash, on account, 
$5.00. Sold Aaron D. Polhamus 7 lbs. cotton yarn, at 20c., 
and 11 yds, calico, at 15c. 2Qth. Sold Daniel Watrous 16 
yds, shirting, at l2c., and \\ yd, Irish linen, at l5c. ; Ahram 
L, Beaumont, 11 yds, gingham, at 28c., and 2 yds. drilling, at 
He. 2*lth. Sold Nathan Brittan 1 patent pail, at 31c., 1 wash- 
tub, at $1.25, 6 brooms, aM3c. ; and he has paid me cash, on 
account, $8.00. 28^^. Sold James C. Smith 3 yds. black cas- 
simer, at $2.25, 1 yd, sheeting, at 12c., and buttons, at 6c. ; 
Reuben H. Foster, 1 lb. Young Hyson tea, at 88c. 2dth. Sold 
Thomas Rook 27 yds, sheeting, at 10c. Bot. of Thomas Rook 
12 lbs, butter, at 13c., and 4 doz. eggs, at 9c. Sold Levi S, 
Fulton 5 lbs, butter, at 13c., and 2 doz. eggs, at 9c. ; Horatio 
-AT. Taft, 9 yds. ticking, at 19c., 1 hank thread, at 12c. ;. and 
he has paid me cash, on account, $10.00. 29^^. Sold Justin 
IF. Bumham 6 yds. merino, at $1.25, 8 yds. cambric, at lOc, 
4 sheets wadding, at 4c., and 4 skeins silk, at 4c. Sent Fierce 
d' Wilson, New York, draft at sight on H Dwight, jr., for 
$173.00 ; Magie, Sanderson, & Co., New York, a draft at 10 
days' sight on H. Dwight, jr„ for $480.00; Benedict di 
Rockwell, New York, a draft at sight on H. Dwight, jr„ for 
$227.00. 
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Ut, Sold Justin W, Bumkam 3 j yds, bonnet ribbon^at 44c.; 
and he has paid me cash, to balance his account, $16.55. 2d, 
Sold Daniel Watrous 1 gross scfetos^ at 44c. ; John M, Hol- 
ley, 1 pair hid gloves, at $1.00 ; • Thomas Ninde, 3^ yds, calico, 
at 16c., 2} yds. do., at 18c., 1 paper pins, at lOc, 10 lbs. sugar, 
at 10c. ; and he has paid me cash, to balance his account, $9.34. 
3c/. Sold John M. Holley, per wife, 6 yds. alpaca, at 75c., and 
1 pair gloves, at 44c. ; Daniel Chapman, 2| yds. linen, at 75c., 
3 yds.fiannel, at C2c., and 1 pair gloves, at 44c. ; Moses Aus- 
tin, 30 yds. sheeting, at 10c. 4th. Sold Remsen <S: Polhamus 
3^ yds. satinet, at $1.00; Edtoard Messenger, 2\ yds. cam- 
bric, at 10c., 3 lbs. batting, at lie, and \\ Hoz. buttons, at 25c. 
5th. Sold Thomas E. Dorsey 8 yds. sheeting, at lOc, 9 yds. 
do., at 16c., 1^ yds. silk, at $1.00, 3 yds. ribbon, at 25c., 2 os. 
indigo, at 13c., and 1 whitewash brush, at 63c. Edward Mes- 
senger has paid me cash, to balance his account, $10.08. 6^A. 
Sold Edmund Hopkins, per wife, 10 yds. calico, at loc, and 6 
yds. do., at \0c. Sth. Sold BeubenJI. Foster 17 yds. sheeting, 
at lie. ; JoThos W. Goodrich, 12 yds. calico, at 8c., and b\ lbs. 
batting, at 12c. 9M. Sold Ephraim B. Price 4 yds. cambric, 
at lOc, and 2 yds. drilling, at 13c. Bot. of Ephraim B. Price 
8 lbs. codfish, at 4\c. Sold Levi S. Fulton 8 lbs. codfish, at 
4jc. Paid him cash, for personal expenses, $14.75. 10th. 
Sold John M. Holley, per daughter, 1 dress handkerchief, at 
$1 25, 1 linen handkerchief, at 40c., and 4 yds. cambric, at 
10c. 11th. Sold Samuel Moore, per daughter, 1 parctsol, at 
$2.50, and 1 paper pins, at 10c. ; Horatio N. Taft, 1 lb. Young 
Hyson tea, at 8Sc. 12th, Sold Abram L. Beaumont, per Ellen, 
1 yd. ribbon, at 25c., 5 yds. do., at 8c., and 5 yds. edging, at 
15c.; John M. Holley, pei wife, 4 yds. black silk edging, at 
44c.; Edmund Hopkins, 4 yds. shirting, at 12c. ; and he has 
paid me cash, to balance his account, $6.36. « 13/A. Sold 
Thomas E. Dorsey, per daughter, 1 China hat, at $3.75 ; and 
bought of him 8 lbs. butter, at 13c. \Qth. Sold James McEU 
wain 14 lbs. butter, at 13c., and 2 lbs. Young Hyscn tea, at 
88c. 17/A, Sold Beuben H. Foster, per Susan, 1 varasol, at 
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$2.00; Moses AvLstin,j>er wife, 4 Ihs, batting, at lie, Ij doz^ 
buttoHit, at 25c., 3 yds, ribbon, at 15c, ; and bought of him 16 
lbs, butter, at 13c. 18/A. Sold Jonas W, Goodrich, per Mel- 
ville, 1 vest pattern, at 88c., aiid trimmings, at 38c. 19^A. 
Sold Samuel Moore 10 lbs. nails, at 6c,; James Rogers, per 
wife, 4 yds, toweling, at lOc, 9 yds, shirting, at 15c., 3 yds, 
drilling, at 12c., 3 spools thread, at 5c., and 3 skeins silk, at 
4c. 20^A. Sold Abram Z. Beaumont 1 roll window paper, at 
Sic, 1 roll tape, at 6c., 6 yds, French calico, at 25c,, and 2 
yds, ribbon, at 5c, ; John Adam^, per son, 26 yds, gingham, at 
30c. ; George C, Dean, 10 lbs, cotton yam, at 20c. 22fl?. 
Sold Nathan Brittan 1 paper black tea, at 44c. ; Levi S, Ful- 
ton, 9 yds, ticking, at 15c. ; Ephraim B, Price, 10 yds, French 
calico, at 25c. 2Zd, Sold Jaines McElwain, per wife, 1 para- 
sol, at $2.25, 2 linen handkerchiefs, at 38c., 2 pair cotton hose, 
at 20c., and 2 papers pins, at 10c. 24<A. Sold Jam^s C, Smith 
8 lbs, rice, at 5c., 2 lbs. tea, at 88c., 8 lbs. Old Java coffee, at 
I6c., and 4 Z&». refined sugar, at 14c. 2 5 /A. /S'oW Daniel Wat- 
rous 1 patV kid gloves, at $1.00; Lucius S, Wood, 1 pair kid 
gloves, at 88c. ; Levi S, Fulton, 2 linen handkerchiefs, at 44c. 
26th, Sold Daniel Chapman 1 cravat, at $1.13, and 3 linen 
handkerchiefs, at 88c. 21 th. Sold Ephraim B, Price 6 yds, 
merino, a^ $1.25, and 7 skeins silk, at 4c. SOih, Sold Natftan 
Brittan 2\ yds, cassimer, at $2.00 ; Joseph M, Demmon, 20 
lbs, cotton batting, at 9^. 3 1st, Sold James Rogers 8 yds, 
jean, at 16c. ; George Q, Dean, 6 yds, flannel, at 44c., and 2 
yds, Irish linen, at 75c. 

JUNE 
\st. Sold Abram L, Beaumont 1 yds, blue calico, at 12c,, 
12 J yds, summer goods, at 23c., 6 yds, factory, at lOc, 10 lbs, 
cotton yam, at 20c., 1} doz, buttons, at 4c., and 1 hank linen 
thread, at 13c.; Nathan Brittan, 2 pair cotton hose, at 38c. 
2d, Sold Moses Austin 2 rolls window paper, at 31c., and 2 
palm leaf hats, at 20c. ; and he has given mc his note at ZO 
days, to balance his account, for $17.61. Sold John Adams 4 
bbls, salt, at $1.00, 32 lbs, refined sugar, at 13c. ; and he has 
me cash, to balance his account, $77.80. 3d, Sold James 
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Rogers 4 yds, gimp, at 25c. ; John M, Holleg, 11 yds. lawn, at 
31c., 1 yd. drilling, at 13c., and 2 pair whalebones, at 4c. &tk. 
Sold Thomas Book 1 vest pattern, at *J5c., 2 J yds. cassimer, at 
$1.00, 6 yds. lawn, at 20c., 1 pair walking shoes, at $1.00, 1 
bontUt, at $3.00, 2 spools thread, at 5c., and 4 lbs. coffee, at 10c. 
Bat, of him 37 J lbs. butter, at 13c., 8 doz. eggs, at 10c. ; ind 
he has paid me cash, to balance his dJccount, $19.55. Qth. Bot. 
of George C. Youngs 20 lbs. ham, at %\c., %\ lbs. do., at 8c.; 
a7fd he has paid me cash, to balance his account, $2.66. Sold 
Lucius S. Wood 5 yds. brown linen, at 31c., and thread, at 6c. 
1th. Sold James Rogers 10 yds. linen gingham, at 38c., 6 yds, 
sheeting, at lie, 2 yds, edging, at 1 5c., and 2 skeins silk, at 4c.; 
Ephraim B. Price, per wife, 1 parasol, at $2.25. Sth. Sold 
James McElvmin 1 bar soap, at 16c. ; Daniel Watrous, 4 yds. 
linen goods, at 31c., buttons, at 6c. ; and he has paid me ca^h, 
to balance his' account, $17.14. 9th. Sold Thomas E. Dorsey, 
jyer Juliet, purse twist, 75c., and steel beads, 75c. / George 0, 
Dean, 2\ yds. gingham, at 31c. 10th. Sold Nathan Brittan 
12 yds. barred mull, at 31c., 2 pair cotton hose, at 38c ; OTid 
he lias given me his note at 3 months, to balance his account, for 
$38.25. 12 th. Sold Abram L. Beaumont 8 lbs. nails, at 6c. ; 
John M. Holley, 3 yds. edging, at 8c., 3 spools thread, at 5c., 
and 2 skeins silk, at 4c. Jamss Bashford has paid me cash, to 
balance his account, $11.82. \Zth. Sold Daniel Chapman 10 
yds. alpaca, at 75c., lOj yds. calico, at 7c., 1 yd. cambric, at 
lOc, and 1 yd. drilling, at 13c. Paid Levi S. Fulton cash, 
for personal expenses, $25.00. \4th. Sold James C Smith 13 
yds. shirting, at 1 3c., 2\ yds. Irish linen, at 88c., 5^ yds. calico, 
at 7c., 3 spools thread, at 5c., and 4 skeins silk, at 4c. George 
C. Dean has paid me cash, to balance his account, $27.14. 
15^. Sold Reuben H. Foster 2 gals, molasses, at 44c., and 1 
gal. lamp oil, at $1.00. \Qth. James McE twain has given me 
his note at 3 months, to balance his account, for $33.61. Sold 
Aaron D, Polhamus 1 yd. satin vesting, at $3.25, 1 yd. blxck 
cairibric, at lOc, 1 yd. white do., at 13c., and \ dot. buttons, at 
25c. 11th. Sold Thomas E. Dorsey 8 yds. blue calico, at 13c., 
4 yds, sheeting, at 8c., 3 lbs. batting, at 12c. Bot. of him 18^ 
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lbs. butter, at ISc. ; and he ha^ paid rne cask, to balance his ac- 
count, $2*7.24. 19th. Bevhen H. Foster has given me his note 
at 3 months y to balance his account, f(yr $17.77; Sold Samuel 
Moore 2 rolls window paper, at 31c., 3 brooms, at 18c. ; and he 
has given me his note at 30 days, to balance his account, for 
$16.03. 20th, Sold Ephraim B. Price 14 yds. shirting, at 
12c., 2 yds. j^nen, at 75c., 4 yds. calico, at 6c., and 1 doz. spools 
thread, at 63c. 2lst, Sold Abram L. Beaumor 1 1 1 yds, Oregon 
plaid, at 31c., 1 yd. drilling, at 13c., j yd, cambric, at lOc, 1 
spool thread, at 5c, ; and he has given me his note at 60 days, 
to balance his account, for $62.63. 22d. Daniel Chapman has 
paid me cash, to balance his account, $59.62. Sold Jonas W, 
Goodrich 9 yds. gingham, at 28c., trimmings, at 31c. ; and he 
lias jHiid me cash, to balance his account, $1.6.88. 23c?. John 
M. Holley has given m£ his note at 6 months, to balance his ac- 
count, for $40.74. Sold Rev. Ira Ingraham 4 jxiir cotton 
hose, at 40c. ; and he ha^ paid me cash, to balance his account, 
$41.84. 24tk. Sold Hugh Jameson 3 yds. satinet, at l5c. 
21 tK. Credited Aaron 1). Polhamus for the balance of his ac- 
count, charged to Bemsen <& Polhamus, $38.82 ; and charged 
Bemsen 4: Polhamus for the balance of A. D. Polhamus^ ac- 
count, $38.82. Bemsen dc Polhamus Imve paid ms cash, to bal- 
ance tJteir account, $20.77. 28ih. Sold James C, Smith 30 
yds. sheeting, at lOo. ; and Ive Iwls given me his note at 3 m^onths, 
to balance his account, $28.26. 29^/i. Hugh Jameson has paid 
me cash, to balance his account, $21.45. Sold Horatio N. Taft 
3 yds. black cassimer, at $2.00, 2 J yds. slteeting, at lOc, 1 
^pool thread, at be. ; and he lias given me his note at 60 days, 
to balance his account, for $34.67. ZOth. Sold Ephraim B, 
Price 18 yds. brown factory, at 10c. ; and he has given me his 
note at 4 months, to balance his CKcount,for $35.44. Credited 
Lucius S, Wood for 6 m<mths^ services as clerk, at $20.00. 
Paid him, cash, $35.74, and given my note at 4 months, to bal- 
ance his account, for $60.00. Gave Philip G. Almy my note 
at 30 days, to balance his account, for $42.00. James Bogers 
has paid me cash, to balaiice his account, $17.14. Joseph M, 
Deninion has paid me cash, to balance his a/xount^ $80.21. 
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Bank Book. 



This is a book usually given by banks to persons deposit- 
ing money with them. On the Dr. side is entered all sums 
deposited, with the date and name of the individual by whom 
deposited : this is done by the receiving clerk. At the close 
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of tbe month, the amount drawn out should be placed on the 
Ct. side, and the book balanced. 

The sum total of the deposites for the month should be 
transferred to the i>r., and the amount checked out during the 
month to the Gr. side of the bank account in the Ledger. 
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Account Current. 

An Account Cunent is a detailed statement of business 
transactions in the f6i*m of Dr. and Cr., and is drawn off from 
the account of the person in the Journal or Ledger. (See 
page opposite.) 



Account Sales. 

An Account Sales is a statement of goods sold on commis- 
sion, drawn up by the agent to whom they were consigned, to 
be transmitted to the penson who made the consignment. 

Form of Account Sales. 

Q^ccoimU e%4rf 0/3 ^oxea Q)t^ (9^fi/i^ afui S ^oxs4 QJi^i^ 
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Bill of Pubchask 

Is a statement >f goods bought at one time, containing the 
items and prices. If paid at the time, it should be receipted 
and signed, as in the fonn on the opposite pnge; but if 
charged, in the place of Received Payment, write Charged 
in Account, 

Bills of Purchase, or more properly Invoices, should be care- 
fully examined, folded of a uniform width, and filed away ; and 
as merchants generally purchase goods peiiodically, the date 
of purchase may be written on the band enclosing tliem. On 
the first day of January in each year, or at the time of bal- 
ancing the books, the Invoices for the past year should be put 
into one package, and the year in which the purchases were 
made written on the band enclosing them. 

All orders should be filed away in monthly packages, with 
the month written on the band enclosing them, so that when 
settling with an individual whom you have charged with goods 
per order, if he dispute your book you can immediately refer 
to the order. 

Care should be taken to have all papers, intended to be 
filed away, folded of a uniform width, for the simple reason 
that they thus form neater packages. 



Bill of Account 

Is an accurate statement of an individual account, copied 
from the Day-book, containing a list of the items, the prices, 
and the da,te of each purchase. It is sometimes drawn off 
by the merchant and sent to the customer, and often at his 
request. If paid, it should be receipted and signed by the 
merchant, as in form page 164. 
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PART SECOND. 



' DOUBLE ENTRY BOOK-KEEPING. 

DOUBLE sirrRY. 

This term is derived from the fact that every business trans- 
action Ti corded in the Day-book is entered twice in the Ledger — 
once on the debtor and once on the creditor side. 

DEBTOR AND CREDITOR. 

These terms are correlative, the one implies and involves the 
other. Wherever there is a debtor there must necessarily be 
a creditor of an equal amount ; and wherever there is a cred- 
itor there must be a debtor, <fec. 

APPLICATION OF DEBTOR AND CREDITOR. 

In single entry these terms are (with the exception of cash) 
only applied to per sorts y but in double entry they are applied 
alike to persons and property^ the persons being made debtor 
for what you have trusted them, and creditor for what they 
have paid or trusted you; and the property accounts being 
made debtor for the value or cost of the property, and credit 
for what it produces when disposed of. 

CLASSES OF ACCOUNTS. 

There are three classes of accounts in Book-keeping, styled 
Personal, Heal, and Fictitious. Personal accounts are the 
accounts of the persons with whom the merchant deals ; Real 
accounts are the accounts of his property, and Fictitious 
accounts are titles invented to represent the merchant and his 
gains or losses in business. \ 
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BOOKS US£D. 



The principal books used are the Day-book, JoumaJ, and 
Ledger. The auxiliary books vary according to the nature of 
the business, and are the Cash-book, Bill-book, Invoice-book, 
Sales -book, Account-cun-ent book, Book of Shipments, Letter- | 
book. Receipt-book, <fec., <fec. ^ I 



DEFINITION OF BOOKS. 

DAY-BOOK. 

This book should contain a concise and comprehensive 
history of the merchant's business transactions; commencing 
with an inventory of his effects, and the debts due him, also of 
the debts due by him to others. After this his business trans- 
actions should be recorded at the time and in the order in 
which they occur ; they should contain the date, the name of 
the person, the condition of the bargain, and price of the 
goods. In writing this book every thing should be clearly 
expressed in as uniform a style as possible, and the use of am- 
biguous words and phrases carefully avoided. 



This is a book in which the business transactions recorded 
in the Day-book are prepared to be entered in the Ledger, by 
ascertaining the proper debits and credits of each transaction. 
This process is called journalizing. 

LEDGER. 

This is a book in which a page, or portion of one, is allowed 
for every account found in the Journal, with the name of the 
account written over the space so appropriated, to which tliu 
accounts are transferred from the Journal and placed under 
their respective heads. This process is called posting. 
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AUXILIARY BOOKS. 



ALPHABET OR INDEX. 

* In order that the accounts in the Ledger may be more con 
veniently referred to, an alphabet or index is made by arranging 
the names of the accounts alphabetically, and placing opposite 
the name the number of the page on which the account man 
be found in the Ledger. 

NomL — ^For the nuumer of ruliog the aboye books, see pages 88 and 34 



AUXILIARY BOOKS. 

A merchant's account may all be kept in the Day-book, 
Journal, and Ledger; but in most kinds of business, for tl)e 
sake of abridging these books, it is found convenient to hav<% 
other books. These vary in number according to the nature 
of the business, and are termed auxiliary books, and are i^s 
foUovf s : — 

Cash-book. — For definition and manner of keeping thi* 
book, see pages 144-148. 

Bill-book. — For definition, <fec., see pages 156 and 157. 

Bank-book. — For definition, <fec., see pages 158 and 169. 

Ac couN'r- Current Book. — For definition of Account Our 
rent, see pages 160 and 161. The Account-current book con 
tains simply copies of these accounts. 

Account-Sales Book. — For definition of Account Sales, see 
page 1 n 1 . The Account- sales book contains copies of these 
accounts. 

Sales-book. — ^This is a book in which all sales of goods are 
entered at the time they are sold. After a purchaser has 
made his selection of goods they should be entered in this 
book, from which his bill is copied. His name and the sum 
total of the sale are transferred to the Day-book. 

Invoice-book. — This is a book in which are copied all bills 
of goods purchased. It is sometimes made of coarse paper 
and the original invoices pasted into it. 

Letter-book. — ^This book contains copies of all business- 
letters. 
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DEFINITION AND OBJECT OF ACCaUNTS. 

FICTITIOUS ACCOUNTS. 

Stock Account represents the merchant, and is made 
Dr. for what he owes when he commences husiness, and Cr. 
for what he carries into business. The difference between the 
Dr. and Cr. of this account is his net capital. 

Pboftt and Loss Aocoujjt k kept to show the yam or loss 
arising from business, and is made Dr. for all losses and Cr. 
for all gains. The difference between the Dr. and Cr. is the 
net gain. 

Interest Account is kept to show the gain or loss on in- 
terest. It is made Dr. for all sums paid for interest, and Cr. 
for all sums received for interest. The difference between the 
Dr. and Cr. shows the g^n or loss on Interest. 

Expense Account is kept to show how much has been 
paid for store expenses, such as clerk hh-e, store rent, freight, 
cartage, porterage, postage, &c. For all su/sh expenses this 
account is made Dr. ; the Cr. side contains noth*Dg until the 
Books are balanced. 

BEAL ACCOUNTS. 

Merchandise Account. This account is kept to show the 
gain or loss on goods bought and sold. It is made Dr. for the 
value of Merchandise on hand commencing business, and for 
the amount of all subsequent purchases ; and Cr. for the 
amount of all sales. If the Merchandise is all sold, the differ < 
ence between the Dr. and Or. will be the gain or loss on Mer- 
chandise. If the goods are not all sold, the value of the bal- 
ance remaining unsold should be placed on the Cr. side, and 
the difference will then be the gain or loss. 

Real Estate Account is kept to show the gain or loss on 
real estate. It is made Dr. for its cost — as purchase money, 
repjurs, taxes, &c., and Cr. for what it produces, either in rent 
or sales. If it is not all sold, the value of what remains unsold 
should be placed on the Cr. side of the account. The dif^r- 
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encft between the Dr. and Cr. will be the gain or loss on real 
estate. 

Shipment or Consignment Account is kept to show the 
gain or loss on property consigned by the merchant to some 
pei-son to sell on his account and risjc. It is made Dr. for 
what the consignment costs him, that is, the value of the goods, 
freight, insurance, <kc., and is made Cr. for the net proceeds of 
the sales. The difierence between the Dr. and Cr. of this ac- 
count is the gain or loss. 

James Holmes, Consignment Account, is kept when goods 
are consigned by him to the merchant to be sold on his ac- 
count and risk. It is made Dr. for all expenses you incur on 
account of the consignment, and Cr. for the amount of all sales. 
The difference between the Dr. and Cr. of this account is the 
net proceeds, and should be placed to the Cr. of Holmes' per- 
sonal account. 

Wheat Account is kept to show the gain or loss on wheat 
as a separate branch of business. It is made Dr. for all sums 
paid for wheat, and Cr. for all sums received for wheat. The 
Dr. side of this account showing the cost and the Cr. side 
what it has sold for, the difference between the two sides will 
of course show the gain or loss on wheat. 

Cash Account is kept to show the receipts and disburse- 
ments of cash. It is made Dr. for all receipts of cash, and Cr. 
for all disbursements. The difference between the Dr. and Cr. 
of this account is the amount of cash on hand. 

Bank Account is kept to show what money is deposited in 
the bank. It is made Dr. for all sums deposited, and Cr. for 
all sums drawn out. The difference between the Dr. and Cr. 
of this accoimt is the sum you have remaining in the bank. 

Bills Receivable Account is kept to show the amount of 
written obligations which you hold against other persons for 
the payment of money. It is made Dr. for all such bills when 
they are received, and Cr. for all that have been redeemed. 
The difference between the Dr. and Cr. of this account shows 
the amount of Bills you hold against other persons. 

Bills Payable Account is kept to show the amount of 
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written obligations given for the payment of money that have 
not been redeemed. It is made Dr. for the amount of all such 
bills when they are redeemed, and Cr. when they are given. 
The diflFerence between the Dr. and Cr. of this account is the 
amount of your Bills that remain unpaid. 



DIRECTIONS FOR JOURNALIZING. 

Journalizing is ascertaining the proper Drs. and Crs. of 
every business transaction recorded in the Day-book, and writ- 
ing them in the Journal. This requires a little thought. When- 
ever a transaction occurs, the Book-keeper should reflect for a 
moment, and see what part of the property is affected by that 
transaction, and then the accounts that represent that property 
are the accounts to be made Dr. and Cr. Every Dr. must 
have a corresponding Cr. of equal amount, and every Cr. must 
have a corresponding Dr. of equal amount. If the transaction 
takes from one part of your property and adds to another, the 
account from which it is taken is- made Cr., and the one to 
which it is added is made Dr. Whenever you buy property, 
the account representing that property is made Dr. to what 
you give in payment for it ; or, if you buy it on trust, it is Dr. 
to the person that trusted you ; and when you sell that property 
it is made Cr. by what you receive in payment for it, or, if it is 
sold on credit, it is Cr. by the person trusted. 

For example, if you buy Merchandise of Lee, Judson <fe Lee, 
on account, $500, Merchandise would be Dr. to Lee, Judson 
<fe Lee, $600, and Lee, Judson & Lee Cr. by Merchandise, 
$500. If you pay them Cash for it. Cash would be Cr. ; if 
your note, Bills Payable would be Cr. Or if you sell Merchan- 
dise on account to J. M. Demmon, he would be made Dr. to 
Merchandise, and Merchandise Cr. by J. M. Demmon. If he 
paid you Cash, Cash would be Dr. ; or^ gave you his note. 
Bills Receivable would be Dr. If you give your note to Lee, 
Judson & Lee on account, they would be made Dr. to Bills 
Payable, and Bills Payable Cr. by Lee, Judson & Lee. When 



170 



Digitized by 



Google 



DIRECTIONS POR JOURNALIZING. 



you redeem that note with cash, Bills Payable would be Dr. 
to Cash, and Cash Cr. by Bills Payable. If J. M. Demmon 
gives you his note on account, Bills Receivable would be made 
Dr. to J. M. Demmon, and J. M. Demmon Cr. by Bills Re- 
ceivable. When he redeems that note with cash. Cash would 
be Dr. to Bills Receivable, and Bills Receivable Cr. by Cash. 



DIRECTIONS FOR POSTING. 

Posting is transferring the business transactions from the 
Journal and placing them under their respective heads in the 
Ledger. Commence with the first transaction recorded in the 
Journal : suppose, for example, it is Joseph M. Demmon Dr. 
to Merchandise. You will first turn to Joseph M. Demmon 's 
account in the Ledger, and enter on the Dr. side of his account, 
To Merchandise (entering the date, journal page, and amount, 
as directed on page 71), then make a check-mark opposite the 
name in the Journal, to signify that it has been posted ; then 
turn to*the Merchandise Account, and enter on the Cr. side 
By Joseph M. Demmon, entering the date, journal page, and 
amount, and making th^ check-mark as in the preceding entry. 
It will be observed, in making an entry in the Ledger, that the 
account to be debited is made Dr. to the account that is to be 
credited for the same amount, and the account to be credited 
is made Cr. by the account debited. 

Where there is more than one Dr. or Cr. in the same trans- 
action, the expression used in posting is To or By Sundries. 



TO THE PUPIL. 
After becoming familiar with the instructions given on the preceding 
pages, and tracing through the examples* on the five following pages, 
you may copy tlie Day-Book, commencing on page 178, in your blank 
Day-Book ; then lay aside the printed book, and on a sheet of waste paper 
journalize the Day-Book entries according to the directions previously 
given, then cpmpare with the printed Journal to see if you have journal- 
ized correctly ; then post to the Ledgor as above directed, independent of 
the printed book, and make out your Trial Balance and Balance Sheet as 
dii-ected on x>ageB 228 and 229. 
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GENERAL RULE FOR JOURNALIZING. 

The thing received, or person trusted, is made Dr. " To" 
the thing pai'ted with, or person who trusts you ; and the thing 
parted with, or person who trusts you, is made Or. " By'* the 
thing received, or person trusted. 

Profit and Loss is made Dr. for all losses, and Or. for all 
gains. Every Dr. must have a Or. of equal amoimt, and every 
Cr. must have a Dr. of equal amount. 



EXERCISES IN JOURNALIZING. 



Transactions, 

Bold D. W. Clark, on acct., mdse^ $200. 

Bot. of D. W. Qark^on acct., mdse., $200. 

D. W. C3ark haa paid me cash, on accL, 
«200. 

Paid D. W. Clark cash, on acct, $200. 

Sold W. W. Hart, on his note, 30 days, 
mdse., $175. 

Bot of W. W. Hart, on my note, 60 days, 
mdse., $250. 

W. W. Hart has paid his note, in cash, 
$175. 

Paid my note to W. W. Hart, in cash, $250. 

Sold J. H. Holmes mdse., $450. Received 

in payment his note for $250, and cash 

for the balance, $200. 
Bot. of J. U. Holmes mdse., $500. Gave in 

payment my not<e for $250, and cash for 

the balance, $250. 

Exchanged the above notes with Holmes, 
$250. 

Bot. of J. Dunning his house and lot on 
Spring-street, $2000. Gave hi payment 
cash, $1000, mdse , $500, and my note 
for the balance, $500. 

Sold my house and lot on Spring-street for 
$2500. Received in payment S. S. 
Clark^s note, 3 moutlis, $1000, cash 
$1000, and mdse. for the balance, $500. 

The Commercial Bank has discounted S. S. 
Clark's note for $1000. Discount, $17.50 : 
cash received, $982.50. 



Journalized, 
D.Vr. Clark, Dr., $200. Mdse., Cr., $200. 
Mdse., Dr., $200. D. VV. Clark, Cr., $200. 
Cash, Dr., $200. D. VV. Clark/K>., $200. 

D. W. Clark, Dr., $200. Cash, Cr., $200. 

Bills Receivable, Dr., $175. Mdse., Cr., 

$175. 

Mdse., Dr., $250. Bills Payable, Cr., $250. 

Cash, Dr., $175. Bills Receivable, Or- 
$175. ^ ^ ., 

Bills Payable, Dr., $250. Cash, Cr., $250. 

Bills Receivable, Dr., $250. Cash, Dr.. 
$200. Mds6.,Cr.,$450. 

Mdse., Dr., $500. Bills Payable, Cr., $&50. 
Cash, Cr., $250. 

Bills Payable, Dr., $250. Bills Receivable, 
Cr., $250. 

Real-Estate, Dr^ $2000. Cash, Cr., $1000. 
Mdse., Cr., $500. Bills Payable, Cr., 
$500. 

Bills Receivable, Dr., $1000. Cash, Dr., 
$1000. Mdse., Dr., $500. Real Eatate, 
Cr., $2500. ^^ 

Cash, Dr., $982.50. Interest, Dr., $17^0. 
Bills Receivable, Cr., $1000. 
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7Vans<iction8, 

Holines & Ck>., New York, consfgned an 
invoice of goods to me, to be sold on 
their account, $575. 1 have puid for 
freight and charges, in cash, $34. 

I have consigned goods to Holmes & Co., 
New York, to be sold on my account, 
invoiced $645. Paid freight and cartage 
on do. in cash, $36.50, and gave my note 
for insurance on do., $19.35. 

Sold Holmes & Co.^s goods for $650. Re- 
ceived in payment P. Almy's note for 
$300, and cash for balance, $350. 

Received an account sales of goods con- 
signed to Holmes k. Co., New York. Net 
proceeds amount to $716. 

P. Almy has paid his note, with interest. 
Note, $300; interest, $5.25— $305.25. 

Holmes & Co., New York, have remitted 
me a Bill of Exchange on James Ander- 
I too, for $716. 

Bot. of J. Jones & Co., for cash, a draft on 
New York for $583.50, at a premium of 
i of 1 per cent, $2.92, which I have re- 
mitted to Holmes Sl Co., .New York. 

Dean Tisdale has made a draft on me at 30 
days' sight, which I have accepted, for 
$1.25. 

Paid D. Tisdale's draft on me as follows * in 
merchandise, $75, and gave him an order 
on W. W. Hart for $50. 

John I>oe has failed, and I have sold the 
note 1 held against him, of $250, for $100. 
Received in pnymeut cash. 

Bot a quantity of broadcloth, In company 

with B. Harford, $250. Paid cash for 

my half, $125. 
Bot of VV. W. Ely for cash, 100 bbls. of 

flour, for $650, which I immediately sold 

for $750. 

Bot of F. Cate, for cash, 2000 lbs. of tal- 
low, for $160, which I immediately sold 
for $140. 

Commenced businesei with cash, $3000. 

Commenced business with eadi, $1000, 
mdse., $1000, and notes against sundry 
persons, $500. 

Commenced business with cash, $500, 
mdse., $.500, notes against sundry per- 
sons, $500, real estJite, valued at $1000 ; 
and owe D. Huod, on accL, $250, simdry 
persons on notes, $500. 

Commenced business with cash, $^^ 
mdse., which I bought as follows: of 
Stewart & Co., on account, $1700, of 
Bowen & McNainee) on my note at GO 
days, $1500. 



Journalized. 

Holmes & Co.'s consignment, Dr., $34. 
Cash, Cr., $34. 



Consignment to New York, Dr., $700.85. 
Mdse., Cr., $645. Cash, Cr., $36.50. Billa 
Receivable, Crl, $19.35. 



Bills Receivable, Dr., $300. Cash, Dr., 
$350. HoUnes & Co.'8 consignment, 
Cr.,$650. 

Holmes & Co., Dr., $716. Consignment 
to New York, Cr., $716. 

Cash, Dr., $:»5.25. Bills Receivable, Cr., 
$300. Intercut, Cr., $5.25. 

Kills Receivable, Dr^ $716. Holmes & Co., 
Cr., $716. 

Holmes fc Co., Dr., $583.50. Interest, Dr., 
$2.92. Cash, Cr., 586.42. 



Dean TisdaleJ Dr., $125. Bills Payable, 
Cr., $125. 

Bills Payable, Dr., $125. Mdse., O^ $75. 
W.W. Hart,Cr.,$50. 

Cash, Dr., $100. Profit and LosB, Dr., $150. 
Bills Receivable, Cr., $250. 

Mdse. Co. A, Dr., $125. Cash, C^., $125. 



Gash, Dr., $100. Profit and Loss, Cr., $100. 



Profit and LoflB, Dr., $30. Cash, Cr., $30. 



Gash, Dr., $3000. Stock, Cr., $3000. 

C&sh, Dr., $1000. Mdse^ Dr., $1000. BUla 
Receivable, Dr., $500. Stock, Cr., 
$2500. 

Cash, Dr, $500. Mdse., Dr., $500. Bills 
Receivable, Dr., $500. Real Estate, Dr., 
$1000. Stock, CY., $2500. Stock, Dr., 
$750. D. Hood, Cr., $250. Ellis Pay- 
able, Cr., $500. 

Cash, Dr., $800. Mdse. Dr., $3200. Stock, 
Cr., $4000. Stork, Dt.. rWOO. Sibna.-! 
& Co., Cr., $1700. BiIlB Payable, &., 
$1500. 



iia 



Digitized by 



Google 



examples. 

Day-Book Entry. 



J^yondj tAotA. /^^^ /&SO. 



Q^^((/ae. het S^ SS. haaa / 
©^rt^. /vet of 0S. fui^e / f^OO 
^eMn Joi ^ne SSauznee 



500 
300 



500 



iOG 



00 



00 



(JOURNAUZED.) 



^ o/iaae c^. ^iTns^on/ ^t. 


500 


00 


1 




^ ^o Q^tc4and^ 






500 00 


yj G^tcAanc^^ Q!t. 


ioo 


00 






V 


^ ^tiZ ePayad/i/ 






500 00 


>/ 


u follows : 






soo 


00 


^/ 


&netcAaiu^M ^t. te &utu^i*td 


6oo 


00 






%/ 


^o ^^ e^aya^^ 






500 00 


n/ 


,, ^a^A 






soo 00 



The expression " Sundries," as here used, seems to be superfluous, and 
often confuses the learner, who gets the impression that there should be 
such an account as " Sundries'* in the Ledger. We have, therefore, in the 
following set of Books, adopted the first method of expressing the Journal 
entries. 
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1 
.1^ 



^ 



1*^ 



j^ 



^ 






1 
1 
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^yondj ^y^ane/ayj k^^^u/ Se/, /cf.^. 
















^HCOW€na e/JccU ,• 












^a^n 


5,S'f4 
S,500 


36 

00 








Q/i^oied aaa^nU ^umclty ^eMOfui 


S,300 


00 








^&f^niin ^one owe4 me on G€cU. 


$50 


00 


40,^64 


36 






475 


50 










2^7 


50 


763 


00 


yi^/tp^t4fC /^Cn. 




0So€. o/^uyc^m, ^^sed ^ "^c, 
en fny G^ol& cU 4 mo. 












Q/^Uie. fiet of. ^. /uz^ / 






544 


so 




on my oA^cle at 6 9noni4^ 












(S^^S^. fiet of. ^. fuiys / 






634 


ffd 






<^o/ci ^Oi^fi^ ©^ Q5enim>on on 












Qy^ccount 












gS^. fu» <^, ^. fuiye / 






239 


4i 


















^o£^ /ame^n. ^.^^o^/^^. 
on Q/i^oU eU 6 m4>. 












(a^tf. ft^z i^. ^. fiaye / 






204 


43 






i^o^/.Q^c^7>t4^<^on/ot^a44 






224 


ii 
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^o^. o^S&fuy S^. &%?vUn on GtccC. 
G^^Ute. /tet of, ^. fui^ 2 

&^o/a ^o^- ©wT ^e^ntnon on G€cU. 






^^OM ^Ssnty SS. S^/oioon, on g€ccI. 
G^Ute, /fc» ^ ^ fui^ S 

—, G^ui/ S5d. 



0Sa. o/of. ^ 9lf. G^^t^ 

400 0S^^. ^ ^. <^^«* 5M 
^-Qave ^ ^ayTTtent a ^ne>c4. on 

^a^ o* geneva ^f'T^ 
G^y G^ote ai SO (lay^ /ot ^adtnce/ 

G^/tu/ 26iA. 



^>ne4 tnasl&t, ^m ^zlitoaf cMt 
efnvoeo^ of ifrat/dma ^on^mnet/ 
io me ^ St^» S^. ^7nUn, ^ ve 
&^o€a on ntd- Gy^xi. G^macn^WM 
fi>fft ofnuoico io ^470.^0 



4,000 
4,000 



60S 



i5 



343 



454 



3,000 



^6f 



3,000 



3,000 



4^ 



i3 



54 



44 



46 



00 



50 



00 



00 



75 
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.5£yond^ Sntczsc/aUj ty^/iu/ 26^^n, /iS^p. 



of, ^ Q^^oiaon on ©^. 
©^^. fiat C^ ^. fuiae S 

QZJtMin tnodiiet, and ^on^i^nea io 
^/at4 ^^c^cm, oA^eu, ^^oU, 
lo A ^o^ on ^Y Q^., 400 

0S^£t. e^ <^. &^'/ou^ 5,00 

^o/U^A^. Q}. ^am/i^^on ©^^. 
4 ^Ji ^iid^n^ 450 ^. .¥5 
/ ^cuie ^cU^nOd 600 ,, .(fS^ 



' Q^flt^SO^ ' 



Qjte^ on 'me tn Javoz o^ ^M^aee 
tU ¥0 c^y^ ^^M ^y^ 

^o^ ^. Q/^nut ^ <^on /:?%^ai^A 
Q/^io^e. fiei e^ ^. fiaas 4 

^aufA jS^^ o/ G/^(a4e. tAc^ nton^A 



Q!efu>4^^^a^A^ ^ondo/^^^OMtHZ 





' 


24 


i,000 


00 




S05 


S5 


2,S05 


6y 


50 




375 


00 


442 
475 

m 

464 

i96 

424 

500 









75 



25 



50 \ 



50 

50 

5^ 

00 
00 
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<SSyond^ 3'iced(/ay^ t^may /d^^ /(Su^p. 



^ ^o. on e/6xe. 

gS^U, fiet of. ^. fuz^ 2 
' Q^^Cay 3</. 



5,000 ^,^jf^oo/iU. 25 0'f, 250.00 
o% «*^<^. S^o% conc^uU^nf ine 
^t^ton o^ 5 ^ ceTU. an au do/U. 



Q/^My 5 m. 



&^/d ^z^neaon, j0^£it^ A ^o. on 

Qy^Mae. ^ e^ ^. fiaaa 4 
Q^^bay 7^n. 



^o£/^4a4. Q}. ^amfrMonO^. 



"7Pa€^^, ^,200 ^6^. sy^ 



— '■ Q^nay o^n. 

€%^ Se. ^. 9K>atco4 on Q^. 
Q/^iclae. ^ (2^ 3S. fuiye 5 

Q/^ay ^0^4. 



&via ^^od- Q^. ^etn^non on Q/tec^. 
4 0i:i^3Stc.^^€4.25^. 4.00 
2 // ^add^neza 56 ,, 2.00 



625 
625 



400 



496 



00 



4,250 



Od 



227 



00 



42 



352 



00 



75 



242 



ao 



181 
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5Sy(yndj t^^cync/ayj t^tnay 


Y4^d, /S4P 


• 




Q^ia^l on tne at ¥0 dayJ 4^Ae, 












Qy^ccefUet/ 30^4, Q^/it^ 






475 


5a 




e^^ S. d^niiAon on A^ Q^oio a4 












4 ntofUM 












Q^i^e. fiet^.^. fio^ 6 






427 


00 




r^^rij /^^/ 












G%^ Q/€aton SucA^on ^t ^a&A 






5,000 /^. ^o. e^a "Woo/ .S/ 






4,550 


00 




^au/ *^a^4 ^ <^acd^, ^atl. Xc. 


5 


S5 








©^^ ^ommcd^uyit 


77 


50 


^2 


75 




/*-\ ^nf , „ , r/^l*/i 


















500 


00 




gS/c^. ftet <^. ^, fuz^ 7 




* 


9 

250 


00 




Qy^fade u^ an Q/^xi. S^^ ^o. Qy€'a 
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Trial Balance. 
The Trial Balance is taken to ascertain whether the Journal 
entries have been correctly transferred to the Ledger, and may 
be made as follows : — 1st. Rule a sheet of paper with double 
money columns, and head it " Trial Balance," with Dr. over the 
left, and Cr. over the right hand money columns. 2d. Write 
the names of the Ledger accounts in the open space at the left, 
and, after, adding the t\^o sides of each account, place the 
amount of the Dr. side in the Dr. column, and the Cr. side in 
the Cr. column, opposite the name thus written. 3d. Add the 
Dr. and Cr. columns of the Trial Balance, and if they foot alike, 
the books are supposed to be correctly posted. This proof 
should be taken as often as once a month. 

Balance Sheet. 

Merchants as often as once, and sometimes twice, a year bal- 
ance their Ledgers, and make out what is termed a Balance 
Sheet. This sheet exhibits, in a condensed form, a statement 
of their mercantile affairs, and forms the materials for opening 
a new set of books, containing on the Dr. side the debts due 
them, cash on hand, and the value of merchandise or other 
property remaining unsold ; and on the Cr. side, the amount of 
their indebtedness to others. The difference between the two 
sides is of course their net capital. 

Balance, in book-keeping, is the difference between the sums 
of the Dr. and Cr. sides of an account ; and when that differ- 
ence is placed on the deficient side, the account is said to be 
balanced — that is, the Dr. and Cr. sides are made equal ; and 
when a single horizontal line is drawn across the money col- 
umns, and the sura total set down under each, and -double paral- 
lel lines drawn under these sums, the account is said to be 
closed ; and when the several accounts of the Ledger are thus 
made equal, and the lines drawn and sums set down a3^ above 
described, and the balances transferred to the Balance Sheet, 
the Ledger is said to be balanced and closed. 
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DiBECTIONS FOR MaKINO A BALANCE ShEBT. 

1st. Write " Balance Sheet" at the top of a page in the 
Ledger. 

2d. Take an inventory of all property unsold, and make the 
accounts representing the property Cr. " By Balance" for the 
value of what remains unsold ; then place the name of the ac- 
count, and the same amount, on the Dr. side of the Balance 
Sheet. 

3d. Ascertain what accounts show a gain or loss on the 
business, and balance these accounts "To" or "By Profit and 
Loss" for the difference ; then turn to the " Profit and ' Loss" 
account, and enter the title of the a<5count, and the amount, if 
a gain, on the Cr. side, or, if a loss, on the Dr. side of said 
account. 

4th. Balarfce Private account and Profit and Loss " To" 
or " By Stock." If the Profit and Loss account shows a gain, 
carry it to the Cr. side ; if a loss, to the Dr. side of the Stock 
account. 

5th. Balance all other accounts, except Stock, "To" or 
" By Balance." If the Dr.^ inde is the largest, make the ac- 
count Cr. " By Balance" for the difference^ and enter the name 
of the account, and the amount, on the Dr. side of the Balance 
Sheet ; or if the Cr. side is the largest, make it Dr. " To Bal- 
ance" for the difference, and enter the name of the account, 
and the amount, on the Cr. side of the Balance Sheet. 

6th. Balance Stock account "To" or "By Balance" for 
the difference, and, if the operation of balancing is correctly 
performed, the balance of this account will exactly balance the 
Balance Sheet. 
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PRACTICAL EXERCISES. 

The following is a Memorandum of the business transactions 
for the month of June, which the learner may record in the 
Day-Book, journalize, post, take a Trial Balance, balance the 
Ledger accoimts, and make out a Balance Sheet, as in the pre- 
ceding form. 



MEMORANDUM. 

JUNE 

8d. I have this day commenced business with effects and debts, 
as shoum by the " Balance Sheet" in the preceding form. 5 th. 
Received per boat " Emerald," Collins, muster, an invoice of 
goods shipped by Stewart <t Co., pursuant to my order, amount- 
ing ^0. $956. 00. Paid freight and charges in cash, 146.75. 
Qth. Sold Henry B. Holbrook merchandise, per S. B., amount- 
ing to $56.00. Sold Henry Holmes, for cash, merchandise, 
amounting, per S. B., to $97.63. 9th. Bot. of Daniel Jones, 
for cash, merchandise, amounting, per S. B., to $48.9Q. 1 2th. 
Sold Joseph M. Demmon, on account, merchandise y per S. B., 
$73.19. Received from F. S. Bogue, Albany, an account sales 
of flour consigned to him, June 25 th ; net proceeds, $698.00,/or 
which he has remitted me a check on the Bank of Geneva. \Ath. 
Sold David Coleman, for cash, merchandise, per >S. i?., $1 39.64 ; 
Jameson, Willard <Jt Co., on account, merchandise, per S. B., 
$158.50. Deposited in the Bank of Geneva, $700.00. 16th. 
Accepted Stewart dt Co.'s draft on me, at 30 days* sight, for 
$956.00. 1 9/^. Received from Henry B. Holbrook cash, to balance 
account. Bot., for cash, of J. <& H. Mirick, 100 bbls. of flour, 
at $5.50, which I immediately sold for $6.00 per bbl. 20th. 
Received per boat " Swan,*' H. Denman, master, from N. Y., 
an invoice of broadcloth, amounting, per invoice, to $316.00, 
consigned to me, by Cromwell, Haight dk Co., to be sold on their 
account ; paid freight and charges in cash, $10.00. 2\st. Sold 
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Charles D. Campbell merchandise , per S. B., $46.00. De- 
posited cash in the Geneva Bank, $1000. 24th, Sold Thomas 
Collins 32 j/ds, CromiQcll, Haight d Co,*s broadcloth, a^ $4.60. 
Received, in payment, his note at 60 days for one half, and cash 
for the balance. 2%th. Bot. of John H, ffolmes his house and 
lot on Broad-street, for $2000. Gave in payment, cash, $1000, 
and my note for the balance. Sold Levns d: Herrick the re- 
mainder of Cromwell, Haight d: Co.^s broadcloth, for $300. 
Charles D. Campbell has paid me cash, to balance his account, 
SO th. Made up an account sales of Cromwell, Haight d Co.^s 
consignment ; my commission on sales, 5 per cent. Joseph M. 
Deinmon has paid me cash, to balance his account. Sold Wil- 
liam W. Hart, on his note at 90 days, merchandise, amount- 
ing, per S. B., to $216. Paid Isaac C, Dixon his salary for 
one month, $50. Store expenses, per Expense-Book, amount to 
$47.00. Ca^h sales of merchandise this month, $16^. 00, Mer- 
clmrulise unsold, per inventory taken this day, amxmnts to 
$893.20. 
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FORM FOR RETAILERS. 
Double Entry. 

The books necessary for this foiin are the Day- Book, Jour- 
nal, Ledger, Petty Cash -Book, Monthly Cash- Book, Merchan- 
dise-Bcok, Bank-Book, Bill-Book, and Expense- Book. 

The Day-Book, Journal, Ledger, and Petty Cash-Book are 
the same as those in the " Merchant's Form," Single Entry ; 
also the manner of journalizing and posting. For directions, see 
pages 69 to 72 inclusive. 

Monthly Cash' Book is a book in which the sum total of the 
receipts and disbursements of cash are entered daily from the 
Petty Cash-Book ; and at posting, the sum total for the month 
of the debits is transferred to the Dr. side, and the sum total 
of the credits to the Cr. side of the cash account, in the Ledger. 

Merchandise- Book. — This book is kept to show the amount 
paid and received for merchandise. Both the Dr. and Cr. sides 
of this book are ruled with double money columns — for cash 
purchases, and credit purchases ; and for cash sales, and credit 
sales. The amount of merchandise on hand commencing busi- 
ness, also the amount of merch«andise purchased, should be en- 
tered, with tlie date, on the Dr. side of this book, " To Cash," 
" To Bills Payable,", or " To Sundries," as the case may be ; or 
if purchased on credit, make it Dr. to the individual of whom it 
was purchased. . 

If there should be several purchases on the same day, make 
it Dr. to " Sundries" for the sum total. 

Every night, at the close of business, the amount of the cash 
sfiles for the day should be entered in the cash columns, on the 
Cr. side of this book. At the close of the month, the credit 
sal§s for ejich day should be added in the Day-Book, and en- 
tered in the left-hand margin of said book, opposite the date 
(being careful not to add any that are marked " Returned" in 
the margin) ; from thence transferred to the credit columns of 
the Cr. side of this book. At posting, the sura total of the 
debits should be transferred to \,he Dr. side, and the sum total 
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of tlic credits to the Cr. side, of the Merchandise account in the 
Ledger. 

At the time of balancing the books, by taking an inventory 
of tlie merchandise unsold, and placing its value to the Cr. side 
of the Merchandise account in the Ledger, the difference be- 
tween the two sides of this account will show the gain or loss 
on merchandise. 

Bank-Book. 

This is a book usually given by banks to persons depositing 
money with them. On the Dr. side is entered all sums de- 
posited, with the date and name of the individual by wbom de- 
posited. This is done by the receiving cfcrk. At the close of 
the month, the amoimt drawn out should be placed on the Cr. 
side, and the book balanced. 

The sum total of the* deposits for the month should be 
transferred to the Dr., and the amount checked^ out during the 
month to the Cr. side of the bank account in the Ledger. 

Bills Receivable. 
All written obligations for the payment of money, which you 
hold against otlier individuals, are called Bills Receivable, and 
should be entered in this book when taken. At the time of 
posting the month's transactions, the amount of bills received 
during the month should be transferred to the Dr. side of the 
Bills Receivable account in the Ledger ; and the amount of all 
such bilk which have been redeemed should, be transferred to 
the Cr. side of the same account. 

Bills Payable. 
All written obligations for the payment of money, which you 
give to other persons, are called Bills Payable, and should be 
entered in this book when given. At the time of posting the 
month's transactions, the amount of such bills given should be 
transferred to the Cr. side of Bills Payable account in the 
Ledger ; and the amount of all. such bills which have been 
redeemed should be transferred to the Dr. side of the -same 
account. 
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For form of Bill- Book, see p. loO-Y. 

Expense- Book. — This is a book in whicb a memorandum is 
kept of all sums paid or incurred by the merchant in conducting 
his business; such as store rent, clerk hire, freight, cartage, 
porterage, postage, advertising, fuel, <fec., &c. At the close of 
the month, the sum total of the expenses should be transferred 
to the Dr. side of the Expense account in the Ledger. 

A memorandum of the transactions is given for the months 
of February and March, which the learner may record in the 
same manner as the month of January. 

As this set of books is to be journalized the same as the 
" Merchant's Form," Single Entry, we have omitted the Jour- 
nal entirely, leaving it for the learner to journalize for himself ; 
and if he journalizes and posts correctly, his Ledger will agree 
with the Ledger in the book. * 

Note, — The gums to be posted from either the Cash- Book, 
Merchandise-Book, Bank-Book, Bill-Book, or Expense-Book, 
may, at the option of the book-keeper, be posted directly to the 
Ledger, or entered in the Journal, after the Day-Book has been 
journalized and posted from there to the Ledger. 
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MEMORANDUM. 
FEBRUARY 
3rf. Sold John R, Smithy per wife, 9 yds, calico, at 12^., 
2 yds. Bishop lavm, at 44c., and 2 linen Jmndker chiefs, at 31c.; 
Jaines H. Hooker, 3 yds. gray cloth, at *Jbc. ; and bought of 
Mm 28 lbs. butter, at 15c. Ath. Sold Berkley Gillett 50 lbs. 
sugar, at 7c., and 5 gals, molasses, at 40c. 5th. Sold William 
F. Campbell, per wife, 1 yds. calico, at 1 2c. ; Henry L. Ful- 
ton, 1 pair kid buskins, at $1.25, and 1 pair kid gloves, at 75c. 
6th. Sold Lemuel Potter 28 yds. carpeting, at 75c. ' Stii. Sold 
William W. Hart 1 satin vest pattern, at 1^3.25, 1 yd. cambric, 
at lOc, 1 yd. white do., at 13c., and ^ doz. buttons, at 6c. 10/A. 
Sold William F. Campbell 2^ yds. linen, at *1.00, 10 yds. 
gingham, at 25c. ; and he has paid me cash, $10.00. Wth. 
Sold Eli B. Johnson, per wife, 10 yds. French merino, at 
$1.25, \\ yd. cambric, at lOc, and 6 skeins silk, at 4c. ; John 
R. Smith, 3 yds. black cassimer, at 11.75, and 2\ yds. factory, 
at lOc. \2th. Sold Henry L. Fulton 2 gals. lamj) oil, at 
$1.00. 14/A. Sold Berkley Gillett, per daughter, 6 yds. para- 
metta, at 75c., Ij yd. cambric, at lOc, and 2 skeins silk, at 4c.; 
Lucius Clark, 15 lbs. nails, at 5c., and 1 gal. lamp oil, at 
$1.00. llth. Sold Eli B. Johnson 3^ yds. flannel, at 40c., 2 
brooms, at 16c. ; and he /las paid me cash, $8.00. USth. Sold 
John R. Smith 50 lbs. sugar, at 8c., and 2 lbs. Young Hyson 
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tea, at l5c. ; Lysander Woodward, 9 yds. ginyhxim, at 25c., 4 
lbs. coffee, at 15c., ^ lb. cinnamon, dt A\c., and 5 lbs. raisins, at 
15c. l^th. Credited Townsend, Hamilton <& Co. for mer- 
cJiandise, per inventory, $274.00. Sold James H, Hooker 1 
pair rubbers, at $1.13.. 2l5^ Sold William F. Campbell 1 
sUk pocket handkerchief, at 75c., and 1 cravat, at $1.50. 22fl?. 
Sold iMcius Clark 8 yds. gingham, at 31c., and Ij yd. cam- 
brie, at 10c. ; Henry L. Fulton, 6 lbs. pulverized sugar, at lie. 
24M. Sold Lemuel Potter, per wife,. 24 yds. calico, at lOc, 6 
lbs. batting, at 12^c., thread, at Qe. ; and bought of him b\ 
lbs. butter, at 16c. 26/A. Sold William W. Hart b\ yds. 
paramatta, at *lbc., 4 skeins silk, at Ac. ; and he has paid m>e 
cash, $7.50. 28th. Sold Levi S. Fulton 4 lbs. candles, at 
\2\c., 5 1 lbs. butter, at 16c., and 1 lb. saleratus, at 8c. ; Wil- 
liam F. Campbell, per wife, 1 set f.ne blue tea ware, at $3.50 ; 
and bought of him 56 lbs. dried apples, at 5c. Received from 
McKnight dt Pardee merchandise, per invoice, at $74.76 ; and 
paid them cash, $50.00. Sold John R. Smith 2 bed cords, at 
31c., and 2 yds. table linen, at 75c. Examined, 

MARCH 

\st. Deposited in Commercial Bank, this day, %bQ0.0O. Sold 
Henry L. Fulton 1 cravat, at $1.50, and 1 pair kid gloves, at 
$1.00. William F. Campbell has paid me James Cone*s note, 
due June \st, for $9.50. Samuel Cummings paid me for 3 
yds. gray cloth, at Ibc. 3d. Sold Jam^s H. Hooker, per wife, 
6 yds. alpaca, at 75c., 1 yd. cambric, at lOc, and 2 skeins silk, 
at 4c. ; John R. Smith, per wife, 1 yd. black silk, at $1.25, 
and 1 cord and tassel, at $1.00. Ath. SoM Berkley Gillett 1 
pair kid gloves, a/ $1.00. ^th. Sold Eli B. Johnson 36 yds. 
shirting, at \2\c., 2\ yds. linen, at $1.00, and 6 spools thread, 
at he, *lth. Sold William F. Campbell 1 whitewash brush, at 
75c., and 2 brooms, at 20c.; Lemuel Potter, 15 lbs. sugar, at 
He, 4 lbs. coffee, at 15c., 1 lb. Young Hyson tea, at ^5c., 1 Ih, 
saleratus, at 8c.; and bought of him \0\ lbs. butter, at 15c. 
8/.A. Sold Lucius Clark 16 yds. carpeting, at l5c., and 1 piece 
biding, at 31c.; Henry L. Fulton, 9 yds. ginghim, at 25c., 
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and 1 yd. cambric, at 10c. 10th, Sold John R, Smith 1 satin 
vest pattern, at $3.00, 1 yd, cambric, at lOc, and 1 yd, white 
do,, at 13c. 13^A. Sold William F, Campbell 9 yds, carpeting, 
at 50c., and 1 piece binding ^ at 31c. ; James H. Hooker, 3 linen 
handkerchiefs, at 44c., and 1 silk do,, at l5c, lith. Sold Ly- 
Sander Woodward 9 yds, ticking, at 12^c,, thread, at 12c.; and 
he has given me his note at 30 days, to balance his account, for 
IlLS^. 15th. Sold Berkley Gillett 30 yds, bleached factory, 
at 12^., 2 yds, linen, at 75c., and 6 spools thread, at 5c. 18^A. 
Sold Lemuel Potter ^ yd, linen, at $1.00, and 1 pair gloves, at 
44c. 20th, Lucius Clark has paid wc ca>sh, $10.00. Sold 
William F, Campbell 1 vest pattern, at $1.75, 1 yd, cambric, 
at lOc, and^ yd, wiggan, at 12c. 2l5^ Sold Berkley Gillett 
9 lbs. sugar, at lOc, 4 lbs, rice, at 6c,, and 4 lbs, coffee, at 
12^c. ; Mi B, Johnson, 1 looking-glass, at $6.00. 24^A. Sold 
James H, Hooker 3 J lbs, soap, at 6c., and 10 lbs, candles, at 
12J<?. 26th, Sold Henry L, Fultm 24 yds. calico, at lOc, 3 
lbs. batting, at 12c., and thread, at 10c, ; William W, Hart, 
3 yds, ribbon, at 25c., and f yd, silk, at $1.00. 21 th. Sold 
John R, Smith 10 lbs. nails, at 5c., 8 lbs, cod-fish, at 4c, ; and 
he has paid me cash, $15.00. 29th, Sold Lemuel Potter 10 
yds, French calico, at 18c. ; Berkley Gillett, 10 lbs, crushed 
sugar, at lift., and 1 lb. Young Hyson tea, at l5c, ; Eli B, 
Johnson, 1 pair morocco buskins, a/ $1 . 1 3. 3 1 «^. Henry L. FuU 
ton has paid me cash, $15.00. Sold William W, Hart 10 yds. 
curtain calico, at 15c. ; Berkley Gillett, 2 yds. broadcloth, at 
$4.50, ^ yd. padding, at 38c., ^ yd, silk serge, at $1.13, 2 yds, 
twist, at Ac, ; and he has paid mc cash, $20.00. Sold Levi S, 
Fulton 10 lbs, sugar, at lOc, 9 yds, gingham, at 25c,, 5 lbs. 
raisins, at 15c., 1 oz. nutmegs, at 13c., and 1 oz. cloves, at 12c. 
Examined, 
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Monthly Casii-Book 

The transactions for one month being sufficient to illustrate 
the manner of keeping the Monthly Cash- Book, we. will there- 
fore simply give the sum total of the receipts and disburse- 
ments for the remaining months, as follows : receipts— Febru- 
ary, $912.50; March, $,1359.13; disbursements — February, 
$351.80; March, $2,070.13, which should be posted to the 
Cash account in the Ledger. For form see next page. 
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Merchandise-Book. 

The transactions for one month being sufficient to illustrate 
clearly the manner of keeping the Merchandise-Book, we will 
therefore merely give the sum total of the purchases and 
sales tlie remaining months, as follows : purchases — February, 
$614.91; March, $254.33 : sales— February, $989.05 ; March, 
$1,389.73, which should be posted to the Merchandise account 
in the Ledger. For form see next page. 

A 

&utc^a^»a ^z ^a^n. jf^^6.5J- 

^^ on Q/tccot*ni. 356.63 

'^ on QyVbU4 //./^ 

06^4.9¥ 



'ot ^odd. fi ^^7.00 

'^ on Q4cco€4ml ^0S.05 

$9^9.05 

0iitc/ia^e4 ^t ^a^A, jf ^4^.50 

'^ on G^€ccotMU 4.5^ 

'^ on my q4^oU4 440,95 

fS54.33 

•» ^a^A 04,296.^^ 

on ©^€ccou7U. 9S.^5 



f4.3^9'73 



272 



Digitized by 



Google 



1 





^ 


^ 






^ 

v 


5^ 




§; 


•-^ 







§ 






s^ 


1 


^ 




V 




^ 


^ 




05 


^ 


•^^ 
^ 




'■■> 










§ 


^^ 


^ 


§ 


-^ 

V 


^ 


"%• 


"^"" 


Y 




"^" 


5 


JS. 


V 

V 


■^ ^ 


^ 


Sj 


^ 


i; 


^ 


!$ 


;; 


5N 


^ 


"n 


^ 


SJ 


1 



<s^ <*^ "^ Vq) K "^ 






% 



% 



§ 



^ 









^ ^ 



^ V 













■f 



^ 



^>i^'^-^"«^^^ij>§"^^^-§" 



^^5^=5^^^ ^"52 









m2 



273 



Digitized by 



Google 



/^ 



^ ^ -^ 



\ 



^ "^ 'Go <h 

ICi CN^ TSo ^ 












1 


^ 


V 


Xb 




*<^ 




©^ 




K 


Q^ 




^ 


^ 


1 


^ 
^ 


o 


s 
























V 


^ 


'c^ 




o^ 


^ 


'^N 


> 


V> 


K 


^ 


K 


'^ 


^ 


v> 


^ 


1 T^ 








^S^ 


s 


S 


0? 


V 


^ 


S 


V 


^ 


S 


^ 


^ 


r^ 






1 


,^ 


Ocj 


^ 


-^ 


^ 


^ 


^ 


V 


Vc» 


"^ 


<5^ 


«<^ 


-So 






^ 


V 


^ 






^ 


V 


<»» 






V 


V 


^ 










^ 



^ 5 




^ 


^ 


5 


^ 


^ 


-^ 


^ 


% 










V 0) 




§ 


§ 




11 








^ - 


§ 


3 -Qo 


V 

-^ 



1^ 


< 


Ij 


1 


i^ 


1 


1 



^^ 



274 



Digitized by 



Google 



/ 




0x/ie^ride &Lccounl 


m.. 


4^50 










ofan. 


/Icy^S ^/uinin^ ^eote/ 


S 


^^ 


// 


S 


// SS^^^ool* 


4 00 \ 


// 


// 


'^ Qfn£<Uan</an€/MtUe/ 




/^ 


// 


J 


^' 4 <^to/i €Pen^ 


4 


/J* 


// 


// 


'' Q/f4/tM>tet^^na «w Qia^ Q/imeucan/ 


S 


^^ 


// 


// 


^^ S <^otd» ''mo^a^ e^t^ 


6 


5^ 


// 


4 


^^ / ^a^n/t/iens ^tnft anc^ ^/jfi^lt 


4 


^^ 


// 


// 


'' 4 ^a//. ^am/iAene/ 




;?<^ 


// 


// 


'' €^o^ear^e/ 




/^ 


// 


6 


'' 4 ^u^T/ Qfn4 




^^ 


// 
// 






4 

S 


5^ 


// 


9 


"/ ^^^^ e^g^ eAf/^ 




/^ 


// 


40 


^^ •<^tJ<u>tffU€i>7i g4^. ^ d^ii^uns/ 


5 


<:?^ 


// 


// 


/' ^ ^i^ e^.7^/fc. 


4 


J^ 


// 


// 


^' e^o<^^^e/ 




i*^ 


// 


// 


^^ 4 (£r^ ^fa^4 Q}U 




J'/ 


// 
// 
// 




^^ 4 Q)u^^e^ 


4 

2 


/5 


// 


44 


// ^otteiage^ 




/J' 


// 


/<f 


/^ ^.i^ ^5&{«rf 


4 


^^ 


// 


// 


^' &{i^fU^ 4 ^Aouaand ^au/d 


S 


^^ 


// 


// 


^^ 3S^^^^ €^a/ie^ • 




^5 


// 


// 


^^ ^^at^aae/ 




/^ 


// 


/^ 


^^ €^o.Ua^e/ 




/^ 


// 
// 


// 


^' 4 ^a/i&ft ^amfr^ne/ 


^ 




/' 


JS 


^' 0{?Uetcye/ 






^<f 



275 



Digitized by 



Google 



Oxfi^n^e G€ccoa?tl 






4^50 



// 
// 



23 

// 

// 

25 
// 

27 
// 

29 
// 

SO 

Si 

// 

// 

//\ 



^ 



G^^moti^ ^totiaAt S^oPUHHt^ 












The transactions for one month will snfficiently illus- 
trate the object and manner of keeping this book. The 
store expenses for February were |ll5.36, and fcr 
March 9127.63, which should be posted to the Ex- 
pense Account in the Ledger. 
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PART THIRD. 



BOOKS OF ACCOUNT. 



It is a well-established and salutary rule, that a person shall not 
be permitted to testify for himself, or in other words, manufacture his 
own testimony. Yet there is an exception to this rule. From the 
necessity of some cases, the law allows a person to furnish testimony 
for himself, by admitting his books of account, under certain restric- 
tions, as evidence in his favor. 

Such testimony, however, is liable to the strictest scrutiny, and is 
considered by c^Jurts as the most suspicious kind, and as little better 
than the declarations of the party in his own favor. 

To entitle a person's books to be received in evidence, he would 
have to prove the following facts. 

1st. That he had no clerk. 

2d. That the books produced are his account-books. 

3d. That some of the articles charged have been delivered. 

4th. That he keeps fair and honest accounts ; and this he must 
show by those who have dealt and settled with him. 

Account-books are not received as evidence of money lent, or 
money received or expended for the use of another ; nor are they 
evidence of a single charge. 

If the entries in a book were made by a clerk, and he be dead, on 
showing that fact, and proving his handwriting, aiid that he was a 
clerk of the party, such entries would be received as evidence. 



BILLS OF EXCHANGE. ^ 

A Bill of Exchange is an open l6tter of request, addressed by one 
person to a second, desiring him to pay a sum of money to a third, or 
to any otlier to whom that third person shall order it to be paid ; or it 
may be made payable to bearer. 

Bills of Exchange are very useful to business men, who wish to 
send large sums of money to individ lals living at a distance from 
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them. " If A, living in New York, wishes tx) receive $1,000 which 
B, in London, owes him, he applies to C, who is going from New 
York to London, to pay him $1,000, and take his order or draft on B 
for that sum, payable at sight. A receives his debt by transferring it 
to C, who carries his money across the Atlantic, in the shape of a Bill 
of Exchange, withDiit any danger or risk in tlie transportation ; and 
on his arrival at Lontlun, he presents the bill to B and is paid." 

The person who makes the bill is called the drawer ; he to whom 
it is addressed, the drawee; and when he undertakes to pay the 
amount, he is then called the acceptor. The person to whom it is 
ordered to be paid is called the payet ; and if he appoint another to 
receive the money, that other is called the endorsee, as the payee is, 
with respect to him, the endorser ; any one who happens for the time 
to have the legal possession of the bill, is called tlie liolder of it. 

A bill is either /ore^Ti or inland. It is called foreign when drawn 
by a person in one state or country, upon one in another state or 
country ; and inland, when both drawer and drawee reside in the same 
state. These are generally termed drafts. 

Foreign bills are usually drawn in sets ; that is, copies of the bill 
are made on separate pieces of paper, each part containing a con- 
dition that it shall continue payable only so long as the others remain 
unpaid. Whenever any one of a set is paid, the others are void ; for 
the whole set constitute but one bill. The reason for drawing them 
in sets is, tliat in case one part is lost or accidentally destroyed, the 
other may be received by the drawee. 

OF TEIE REQUISITES OF A BILL. 

A Bill of Exchange must always be in writing. It is not neces- 
sary that it should be written in ink ; it may be in pencil mark. No 
precise form of words is necessary. It will be sufficient if it contain 
an order or direction by one person to another, to pay money to a 
tJiird. It must be for the payment of money, and money only ; and 
tlie sum to be paid must be payable absolutely and at all events, and 
must not depend upon any circumstance tliat may, or may not hap- 
pen ; the exact sum also must be inserted. The place where, and on 
which it is drawn, should, in general, appear upon the face of the 
bill ; there should also be a date, though its omission would not ren- 
der the bill invalid. The time when bills are payable should be fixed ; 
usually they are drawn payable at a certain time after date or aft«r 
sight; that is, after acceptance. 

It is not essential to tlie validity of a bill that it be negotiable, or 
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that it contain the words " value received," ahhough in many cases 
it is highly important that these words be inserted. 

OJ* THE OBLIGATIONS OF PARTIES. 

The drawer's undertaking _ in a Bill of Exchange is, that the 
drawee, upon due presentment to him, shall accept such bill, and pay 
the same when due ; and that if the drawee do not accept it, or pay it . 
when due, he will pay the amount of the bill to the holder, together 
with certain damages which the law allows ; provided he is duly noti- 
fied of such non-payment. 

It is tlie payee's duty, if the bill remain in his possession, to pre- 
sent it to the drawee for acceptance and for payment at the proper 
time and place, and in case the drawee refuse to accept or pay, to 
give notice without delay to the drawer of such refusal. If the payee 
endorse the bill, his undertaking, in regard to all subsequent holders, 
is exactly the same as the drawer's. 

The obligations of the endorsee or holder, are the same as tliose of 
the payee previous to his endorsing the bill. 

The acceptor undertakes, and is bound to pay the bill, according to 
the tenor of the acceptance, jyhen it becomes due, and upon due pre- 
sentment thereof. In short, all those who have signed, accepted, or 
endorsed a bill of exchange, are jointly and severally liable upon it to 
the holder. 

OF TRANSFER. 

A bill which does not contain a direction or request to pay to the 
order of the payee or to the bearer, is not negotiable or tratisferable, so 
as to render the drawer or acceptor liable to the person to whom it is 
transferred, though the payee would bo liable on his endorsing such a 
bill, and the endorsee could recover against him. 

A bill which is made payable to order, is transferable only by en- 
dorsement ; but if payable to bearer, it is transferable by mere deliv- 
ery. Endorsements are of two kinds — blank, and full or special en- 
dorsements. A blank endorsement is made by the mere signature of 
the endcfrser on the back of the bill ; and if it be the signature of .the 
payee, its effect is to make the bill thereafter payable to bearer. 

An endorsement in full expresses in whose favor the endorsement 
is made. Thus an endorsement in full by A. B. is usually in this 
form : " Pay C. D. or order," and signed " A. B." Its effect is to 
make the bill payable to C. D., or his order only. 

An endorsee has a right to convert a blank endorsement into a 
special one, by writing over the signature the necessary words ; and 
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on ihe other hand he may convert a special into a blank endorsement, 
by striking out the words that made it an endorsement in full. 

OF PRESENTMENT FOR ACCEPTANCE. 

If a bill be drawn payable at sight, or at a certain period after sight, 
or after demand, it is absolutely necessary that the holder present it 
to the drawee for -acceptance. For until such presentment there is 
no right of action against any party ; and generally, unless it be made 
within a reasonable time, the holder loses his remedy against the an- 
tecedent parties. 

OF ACCEPTANCE. 

An Acceptance is an engagement by the drawee to pay the bill 
when due. It may bo general or conditional, and either before or 
after the bill is drawn. It must be in writing, though no precise form 
is necessary ; any written words clearly denoting an intention to ac- 
cept the bill are sufficient. 

The holder is entitled to require from the drawee an absolute en- 
gagement to pay according to the tenor of tlie bill, unencumbered 
with any condition or qualification. If the drawee refuse to give the 
holder a general and unqualitied acceptance, ho may treat the bill as 
dishonored. 

A bill is said to be honored when it is duly accepted ; and when ac- 
ceptance or.payment is refused, it is said to be dishonored. 

OF PROCEEDINGS ON NON-ACCEPTANCE. 

Immediately upon the dishonor of a bill, by the refusal of the 
drawee to accept it, it is in general the indiiipen sable duty of the 
holder to have the bill duly protested, and notice of such dishonor and" 
protest given to the antecedent parties to whom he intends to look for 
indemnity. 

The protest is generally drawn up by a notary public; it is a solemn 
declaration against any loss to bo sustained on tlie part of the holder 
by the non-acceptance or non-payment of the bill. In respect to in- 
land bills a protest is not absolutely necessary, although it is usual ; 
notice of their dishonor, however, must be given by the holder to tJie 
antocedont parties, in order to make them responsible. 

Upon non-acceptance of a bill, if due notice thereof has been given 
to the antecedent parties, the holder can insist upon immediate pay- 
ment of the bill from them. 
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OF PRESENTMENT FOR PAYMENT. 

If the bill has been duly accepted, it is the duty of the holder to 
present it to the acceptor for payment on the very day on which it 
becomes due ; and if the bill was accepted payable at a particular 
place, the holder is bound to make a demand of payment at that jilace. 
For, if the holder neglect to present the bill at such time and place, 
he cannot recover against the drawer or endorser in case the acceptor 
refuses payment. 

Tn determining when a bill becomes due, days of grace, as they are 
railed, must be allowed. In this country three days grace are given 
on all bills except those payable on demand. Demand of payment 
must not be made, therefore, until the third day of grace, unless such 
day be Sunday, Fourth of July, or some other holiday, in which case 
demand must be made on the second day of grace. 

OF PROCEEDINGS ON NON-PAYMENT. 

The duties of the holder, upon dishonor of a bill by non-payment, 
are the same as upon dishonor by non-acceptance. He must make 
due protest for non-payment, and give due notice of the dislionor to 
the other parties to the bill ; in which case the holder is entitled to a 
full satisfaction of all damages sustained by him by reason of the dis- ' 
honor, against such other parties to the bill ; but if he neglect lo do 
this the antecedent parties are discharged from all liability to tJie 
hodcr. 

OF PAYMENT AND OTHER DISCHARGES. 

The acceptor being primarily liable on a bill of exchange, it is evi- 
dent that a payment by him to the holder discharges all the other 
parties from liability on the bill, provided the payment is made with- 
out knowledge of any infirmity in the title of the holder, and the 
names of the parties to the bill are not forgeries. Payment by the 
acceptor should be made at maturity, and not before. 

The drawer and endorsers will be discharged from liability by a 
valid and binding agreement (in which they do not concur) between 
the holder and acceptor, whereby time is given to the acceptor for the 
payment of the bill after it is due. 

A discharge to the acceptor, we have seen, is a discharge to all the 
parties to the bill ; but a discharge to an endorser is no discharge to 
tlie prior endorsers, though it is to the subsequent endorsers. 
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FORM OF A SET OF BILLS OF EXCHANGE. 

E^-^h. $1,000. New York, Jan. 1,184» 

Thirty days after sight of this, my first of exchange, (second and 

third unpaid,) pay to the order of H. B. Williams & Co. one thousand 

dollars, and place the same to my account. 

L. S. F. 
'''o Messrs. Jones & Clark, 

New Orleans. 

Ex'.h. f 1,000. New York, Jan. 1,1848. 

Thirty days after sight of this, my second of exchange, (first and 
third unpaid,) pay to the order of H. B. WQliams & Co. one thousand 
dollars, and place the same to my account. 

L. S. F. 

To Messrs. Jones & Clark, 

New Orleans. 

^^'^^■^^fiOO. New York, Jan. 1,1848. 

Thirty days after sight of this, my third of exchange, (first and 
second unpaid,) pay to the order of H. B. Williams & Co. one thou- 
sand dollars, and place the same to my account 

L. S. F. 

To Messrs. Jones Sc Clark, 

New Orleans. 

FORM OF A DRAFT OR INLAND BILL. 

Ltonb, Jan. 1, I848. 
Ten days from sight pay to the order of Nathan Brittan five huit- 
dred dollars, value received, and place the same to my account. 

L. S. F. 

To II. M. Richardson, 

Rochester. 



PROfflSSORY NOTES. 

A promissory note is an engagement in writing to pay a certain 
sum of money mentioned in it to a person named, or to his order, or 
to such person or bearer. 

A note, in its original form of a promise from one person to pay a 
sum of money to another, bears no particular resemblance to a bill of 
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exchange ; but wh©n it is eiidorscd there is a very great resemblance, 
for then it U an order by the endorser to the maker of the note, to pay 
the money to the endorsee. The endorser of the note corresponds to 
the drawer of the bill ; the maker to the drawee or acceptor ; and the 
endorsee to the payee. The rights and obligations of these correspond- 
ing parties are nearly or quite the same. It will not be necessary, 
therefore, to repeat all the rules that are applicable to, and govern the 
parties to a promissory note ; we will, however, state the principal 
ones. And first, of the requisites of promissory notes. 

No precise form of words is necessary to constitute a valid promis- 
sory note. A promise to account for a certain sum, or an acknowl- 
edgment of indebtedness for value received, is sufficient. 

Like bills of exchange, they must be for the payment of maney 
only, and not for the performance of some other act ; and the amount 
to be paid must be fixed and not variable, and must not depend upon 
any contingency, but must be payable absolutely and at all events. 

There should be no uncertainty as to the person by whom or to 
whom it is payable. Therefore a note payable to A. B., or to C. D., 
is not a valid promissory note. 

A note payable to boarer generally, or to the payee or bearer, is 
transferable by mere delivery ; and possession of such a note is prima 
facie proof of title. But if a note be drawn payable to the order of 
the payee, the title will pass only by the endorsement of the payee ; 
and if the endorsement be in full, the title passes to the person named 
therein ; but if it be in blank, it passes to the holder by delivery 
merely. 

To make a note payable at a particular place, it is not sufficient 
that there be a memorandum of the place at the bottom or margin 
thereof, but it must be expressed in the body of the note itself, and 
form a part thereof. 

The words " value received" are not essential to the validity of a 
promissory note, although they should be inserted. 

A note may be made by two or more persons ; and in that case 
may be joint, or joint and several, according to its form. The makers 
of a joint and several note may bo sued upon it either jointly or sep- 
arately ; and if sued separately, a recovery of judgment (without satis- 
faction) against one will not be a bar to a recovery against another 
maker. But the makers of a joint note should be sued jointly ; for if 
they are sued separately the action can be defeated by a plea in 
abatement of the non-joinder of the other maker or makers. 

A note signed by two or more persons written thus, '* We promise 
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to pay, &c.," is a joint note only ; otherwise, if the words " jointly 
and severally" be added. A note written " I promise to pay," &c., 
signed by two or more persons, is a joint and several note. 

If a person, at the time a negotiable note is made, write on the back 
of it, " 1 guaranty the payment of the within note," he will be treated 
as a joint and several promisor with the maker thereof, and not as a 
mere guarantor. Bu*. if the endorsement be made at a subsequent time, 
or be a guaranty of collection instead of payment^ the endorser would 
be considered as a guarantor ; a consideration, however, in tliese last 
cases, must be expressed ; that is, the words " for value received" 
should bo inserted in the endorsement. 

If a note be endorsed thus, " For value received," or " For a valu- 
able consideration, I guaranty the collection of the within note," the 
guarantor would not bo liable upon it, unless the holder showed a 
diligent attempt to collect it. 

An agreement for a valid consideration, extending to a principal the 
time of payment of a debt, dwcharges the sureties. But an agree- 
ment for delay, mado without corLsidiration, between the principal 
(h'btor and the creditor, will not discharge the surety ; nor will'neg- 
ligonce of the creditor in calling upon the principal for payment dis- 
charge the surety, unless he be damnified by such negligence. 

All who have signed or endorsed n note, are jointly and severally 
liable to the holder. 

CONSIDERATION. 

A valuable consideration is necessary to support a promissory note. 
A consideration founded in mere love or affection is not sufficient. 
Thus, a note drawn as a gift to a son or other relative, or to a friend, 
cannot be enforced as between the original parties. 

A mere moral obligation, though coupled with an express promise, 
is not sufficient consideration to support a note. A consideration 
wliich the law esteems valuable must exist, in order to furnish a just 
foundation for an action. 

A note will be void, as between the original parties, if founded 
upon fraud or duress, or where undue advantage was taken to obtain 
it of the maker ; as, for instance, getting the maker intoxicated for 
tlie purpose of obtaining his note. 

Illegal consideration also will render a note void ; as, when a note 
is given for the perpetr.ation or concealment of a crime, or for a wa- 
ger, or whenever the consideration is founded upon a transaction 
against sound morals, public policy, public rights, or public interests. 
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There are, however, but two cases in which a note is void in the 
hands of an innocent endorser for a valuable consideration ; and these 
cases are, when the consideration in the note is money won at a 
play, or where the note is given for a usurious debt. 

OF PRESENTMENT FOR PAYMENT. 

The contract of the maker being to pay the note upon due pre- 
sentment at maturity, in order to charge the endorsers it is the duty 
of the holder to demand payment of the maker on the very day on 
wliich by law the note becomes due ; and unless the demand be so 
made the holder loses his remedy against tlie endorsers, although tlie 
maker would still be liable. The rules that were given to determine 
when bills of exchange become due apply as well to notes. Three 
days grace are allowed on all notes except those payable on demand, 
and those in which no time of payment is expressed ; on such no days 
of grace are allowed. 

When a note is made payable at any particular place, as, for instance, 
at a certain bank, due presentment must be made at that place in or- 
der to render the endorsers liable in case of non-payment. Notes 
payable at a particular bank, are' generally left with that bank for 
payment. 

If the note is payable generally, without any specification of place, 
the holder may present it for payment to the maker wherever he may 
be found ; but it is not absolutely necessary that a personal demand 
be made ; a demand at the maker's place of abode or business, is a 
good demand in some cases. The holder must use reasonable dili- 
gence in finding the maker, or his place of abode, or place of business, 
in order to charge the endorsers. But the maker is liable without 
such demand. 

PROCEEDINGS ON NON-PAYMENT. 

No protest is required to be made upon the dishonor of a note ; al- 
though it is common to protest them for non-payment, especially in 
commercial towns. But in every case of the dishonor of a note, it is 
the duty of the holder to give due notice thereof to all the prior parties 
on the note to whom he means to look for payment ; for the holder 
cannot recover against a party to whom he has failed to give due no- 
tice of the di8h< nor. 

OF PAYMENT. 

K the maker makes due payment of a note to a bona fide holder, 
it will amount to a complete discharge of all other parties thereto. 
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But when payment is duly made by an endorser to tlie holder, such 
endorser, as a general rule, will retain his right to recover over 
against all the antecedent parties to the note, until he has received a 
full indemnity ; such payment, however, will discharge all the endor- 
ser? subsequent to himself. 

INTEREST. 

Interest is recoverable on a promissory note in which U ere is no 
special agreement to pay interest, from the time when the principal 
becomes due, or ought to have been paid. A note payable on demand 
carries no interest till a demand is made, either by suit or otherwise, 
unless there is an agreement to pay interest. A note not on demand, 
in which no time of payment is mentioned, draws interest from date. 

Whenever there is a special agreement to pay interest, that is, 
when the words " with use," or " with interest," &c., are contained in 
the note, it draws interest, of course, according to such agreement or 
contract. 

A note is said to be outlawed in six years from the time it becomes 
due. The statute requires that all actions founded upon any instru- 
ment or contract not under seal, mUst be commenced within six years 
next after the cause of action accrued, and not after. 

FORMS OF PROMISSORY NOTES. 

Nine months from date, for value received, I promise to pay H. M. 
Richardson, or bearer, one hundred dollars with interest. 

L. S. Fainstock. 
Lyons, Aug. 1, 1848. 

(2.) 
On the first day of January, 1849, for value received, I promise to 
pay L. S. Fulton, or. order, one hundred dollars. 

Samuel Took. 

(3.) 

On demand, for value received, I promise to pay H. M. Richard&on, 

or bearer, one hundred and ninety-two dollars and sixty cents. 

* Alex. Hamilton. 

Lyons, Jan. 1, 1848. 
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(4.) 
For value received, I promise to pay L. S. Fulton, cr order, ont 
hundred and fifty dollars. 

JcHN Jones. 
Lyonsi Aug. 1, 1848. 

(6.) 
IJinety days after date, for value received, I promise to pay II. M. 
Richardson, at the Bank of Geneva, one hundred and twenty-fivv 
dollars. 

S. S. Sampson. 
Lyons, Aug. 1, 1848. 

(6.) 

JOINT NOTE. 

Three months after date, for value received, we jointly and several- 
ly promise to pay to the order of L. S. Fulton one hundred dollars 
with interest. 

Samuel Sampson. 
James Jameson. 
Lyons, Aug. 1, 1848. 

(7.) 

' pUE-BII^L. 

Due, Lyons, Jan. 1, 1848, Levi S. Fulton one hundred and forty- 
seven dollars. 

Samuel Sammers. 

Notes Nos. 1, 4, 6, and 7 draw interest from their date ; Nos. 2 and 
5 from the time of pajrment mentioned in them ; and No. 3 from the 
' me a demand is made. 



CHATTEL NOTES. 

We have seen that in order to constitute a promissory note it must 
De for the payment of money only ; if then a note be payable other- 
wise than in money, it is cal 3d a chattel note. Chattel notes are lot 
negotiable, and cannot be sued except in tlie name of the payee. No 
days of grace are allowed upon them. 

It is the duty of the maker of a chattel note payable in specific 
articles, at a place mentioned in the note, to tender the articles at tliat 
place, and at the time the note becomes due. If the maker neglect to 
make such tender, he will be liable to the payee to pay him the 
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amount of the note in money. But if, on the other hand, the maker 
tender the articles mentioned in the note, at the proper time and place, 
according to the contract, and the creditor neglects or refuses to re- 
ceive them, the debt is thereby discharged ; but the right of property 
in the articles tendered passes to the creditor. The debtor may aban- 
don the goods tendered ; but if he elects to retain possession of them, 
he will be considered as bailee of the creditor at his (the creditor's) 
risk and expense. The relation of debtor and creditor would in such 
case be changed to that of bailor and bailee. 

There is a difference as to tender between portable and cumbrous 
articles. With respect to the former, a tender as above must be 
made ; as to the latter, it will be sufficient if the debtor offer to deliver 
as the creditor shall direct. 

FORMS OF CHATTEL NOTES. 

Three months after date, I promise to pay C. D., or order, one hun- 
dred bushels of good merchantable wheat, to be deUvered at the resi- 
dence of said C. D. 

A. B. 

Rochester, August 1, 1848. 

$76. 

Four months from dat^, I promise to pay to C. D., or bearer, at my 
place of residence in this city, seventy-five dollars worth of sound aaA 
merchantable winter apples. 

A. B. 

Rochester, August 1, 1848. 



CHECKS ON BANKS AND BANKERS. 

A Check is a written order addressed to a bank, or to persons car- 
rying on the business of bankers, by a person having money in their 
hands, requesting them to pay to another person, or to his order, a 
certain sum of money mentioned in the check. 

Checks differ from Bills of Exchange in the following respects : 

1st. They are always drawn on a bank, or on bankers, and are pay- 
able immediately on presentment, without any days of grace. 

2d. They require no acceptance as distinct from payment. 

3d. They are always supposed to be drawn upon a previous depos- 
ite of funds. 

In order to. make the drawer liable, in case the check is dishonored, 
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the holder must present it for payment within a reasonable time, and 
if dishonored, must give the drawer notice thereof within a reasonable 
time also. 



CHECK. 

August 1, 1848. 
Cashier Rochester City Bank, pay H. M. Richardson, or bearjsr, 
iwo thousand five hundred dollars. 

R. L. Brayton. 
$2,500. 



RECEIPTS. 

A receipt in full, though strong evidence, is not conclusive ; and a 
party signing such receipt will be permitted to show a mistake or er- 
ror therein, if any exist 

Receipts for the payment of money are open to' examination, and 
may be varied, explained, or contradicted, by parol testimony. 

dEinSRAL FORM OF A RECEIPT ON ACCOUNT. 
^ * ROGHEBTER, AugUSt 1, 1848. 

Received of C. D. fifty dollars, to apply on his account. 

A. B. 

RECEIPT IN rULL. 

*^^^ ^^' Rochester, August 1, 1848. 

Received of C. D. one hundred ten dollars and ten cents, in full of 
all demands against him. 

A. B. 

RECEIPT FOR MONEY PAID BY THIRD PERSONS. 

•^^^* Rochester, August 1, 1848. 

Received of C. D., by the hand of E. F., one hundred dollars, to 
apply on account of said C. D. 
^^ ^ A. B. 
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BONPS. 
RECEIPT FOR MONEY ON BOND. 

•^^^- Rochester, August 1, 1848. 

Received of C. D. two hundred dollars, to apply on his bond, dated 

the day of , 18—, being the same sum this day endorsed 

on said bond. ^ 

A.i. 

RECEIPT FOR INTEREST MONEY. 

•^*®- RocHB»rE», August 1, 1848. 

Received of C. D. one hundred and forty dollars, being the annual 

interest due on his bond, dated the day of— — , 18—, given to 

me, (or to E. F.,) and conditioned for the payment of the sum of 

dollars in years from date, with annual interest. • 

A. B. 

RECEIPT TO BE ENDORSED ON BOND. 

*^^^* Rochester, August 1, 1848. 

Received of C* D. one hundred and forty dollars, being the annual 
interest due on the within bond, and the same sum this day receipted 
by me to the said C. D. 

A. B. 

RECEIPT FOR A NOTE OF THIRD PERSON. 

RocHErrER, August 1, 1848. 
Received of C. D. a promissory note against E. F., (dated April 4th, 
1847, and on which there is due one hundred dollars,) which, when 
paid, shall be in full of all demands against the said C. D. 

A. B. 



BONDS. 

A Bond is the acknowledgment, under seal, of a debt, duty, or 
obligation ; and it is immaterial what mode of expression is used, 
provided the language be sufficient to establish an acknowledgment of 
a debt 

Every bond, in itself, imports a consideration ; and a failure of the 
consideration is not a good defence to an action brought on the bond. 
Fraud, however, or an illegal consideration, will invalidate a bond. 
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Wax, or some other tenacious substance, is necessary in order to 
make a legal seal, except it be the seal of a court or public officer. 

COMMON FOfiM OF A BOND. 

Know all men by these presents, that I, A. B., of the town of—, 
in the county of , and State of New York, am held and firm- 
ly bound unto C. D., of &c., in the sum of one thousand dollars, law- 
ful money of the United States of America, to be paid to the said C. 
D., his executors, administrators or assigns ; for which payment, well 
and truly to be nuuie, I bind myself, my heirs, executors and adminis- 
trators firmly by these presents. 

Sealed with my seal. Dated this day of , one thousand 

eight hundred and . 

The condition of the above obligation is such, that if the above 
bounden A. B., his heirs, executors or administrators, shall well and 
truly pay, or cause to be paid unto the above named C. D., his execu- 
tors, administrators or assigns, the just and full sum of five hundred 
dollars, in five equal annual payments from the date hereof, with an- 
nual interest, then the above obligation to be void ; otherwise to re- 
main in full force and virtue. 

Sealed and delivered in 

the presence of X- A. B. [l. s.] 

G 



:i 



CHATTEL MORTGAGES. 

Every mongage, or conveyance intended to operate as a mortgage, 
of goods and chattels, which shall not be accompanied by an immedi- 
ate delivery and continued change of possession of the things mort- 
gaged, is absolutely voidj as against the creditors of the mortgagor, 
subsequent purchasers, and mortgagees in good faith, unless the mort- 
gage, or a true copy thereof, be filed in the office of the clerk of the 
town where the mortgagor resides at the time of the execution 
thereof. 

Within thirty days next preceding the expiration of a year from the 
filing a chattel mortgage as aforesaid, a true copy of such mort- 
gage, with a statement exldbiting the interest of the mortgagee in the 
property mortgaged, should again be filed with such clerk. 

After default in the payment of a chattel mortgage the mortgagee's 
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title to tiie property mortgaged becomes absolute at law, and he is en • 
titled to the immediate possession thereof. 

CHATTEL MORTGAGE. 

This indenture, made the day of , between A. B., of 

-, of the first part, and C. D., of , of the second part, 



witnesseth : That the said. party of the first part, in consideration of 

the sum of dollars, to him duly paid, hath sold, and by taese 

presents doth grant and convey to the said party of the second part, 
the following described goods, chattels, and property, (describe them 
particularly, or refer to them in the schedule^ now in my possession, 

at the — of aforesaid ; together with the appurtenances, 

and all the estate, title, and interest of the said party of the first part 
therein. 

This grant is intended as a security for the payment of one hun- 
dred and ten dollars, witli interest, on or before the expiration of one 
year from the date hereof; and the additional sum of one hundred 

and forty dollars, with interest, on the day of , 18—; which 

payments, if duly made, will render this conveyance void. 

In witness whereof the said party of the first part Iiath hereunto set 

his hand and seal, the day and year first above written. 

Sealed, signed, and delivered 

in presence of V A. B. [l. s.] 

G.H. 



BILL OP SALE. 

A BUI of Oale is a written contract, or agreement, transferring and 
assigning the ownership of personal property, or any interest in the 
same. If fraudulent, as against third persons, it is void. 

COMMON BILL OF SALE. 



Know all men by these presents, that I, A. B., of the town of , 

in the county of , and State of New York, of the first part, 

for and in consideration of the sum of dollars, lawful money of 

the United States, to me in hand paid, at or before the ensealing and 
delivery of these presents, by C. D., of &c., of the second part, the 
receipt whereof is hereby acknowledged, have bargained and sold, and 
by these presents do grant and convey, unto the said party of the sec^ 
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ond part, his executors, administrators, and assigns, (here state the 
property sold,) to have and to hold the same unto the said party of the 
second part> his executors, administrators, and assigns forever. And 
I do, for myself, my heirs, executors, and administrators, covenant and 
agree, to and with the said party of the second part, his executors, 
administrators, and assigns, to warrant and defend the sale of the said 
property, goods, and chattels, hereby made unto tlie said party of the 
second part, against all and every person and persons whomsoever. 

In witness whereof I have hereunto set my hand and seal this 

day of , one thousand eight hundred and . 

Signed, sealed, and delivered ) 

in presence of C A. B. [l. s.] 

G. H. ) 



POWER OF ATTORNEY. 

A Letter, or Power of Attorney, is a written delegation of authority 
by which one person enables another to do an act for him. 

When a power is special, and the authority limited, the attorney 
cannot bind his principal by any act in which he exceeds that au- 
thority ; but the a.uthority of the attorney will be so construed as to 
include all necessary means of executing it with effect. 

When the power is in writing, and subject to the inspection of the 
party, no good reason exists for binding the principal beyond the 
scope of it ; though in general he who employs an agent or attorney 
shall lose by his fraudulent or illegal acts, in preference to an inno- 
cent tliird person. 

GENERAL FORM OF POWER OF ATTORNEY. 

Know all men by these presents, that I, A. B., of , in the 

county of , and State of New York, have made, constituted, 

and appointed, and by these presents do make, constitute, and appoint 
C. D., of &c., my true and lawful attorney, for me, and in my name, 
place, and stead, to (set forth the subject matter of the power;) giving 
and granting unto my said attorney, full power and authority to do 
and perform all and every act and thing whatsoever requisite and 
necessary to be done in and about the premises, as fully, to all intenU* 
and purposes, as I might or could do if personally present, with full 
power of substitution and revocation,, hereby ratifying and confirming 
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all that my said attorney ochis substitute shall lawfully do or cause 
to be done by virtue thereof. 

In witness whereof I have hereunto set my hand and seal, this 

day of , in the year one thousand eight hundred and . 



Sealed and delivered in 
the presence of 

G.H. 



A. B. [l. s.] , 



REVOCATION OF A POWER OF ATTORNEY. 

Know all men by these presents, that whereas I, A. B., of &.C., in 

and by my letter of attorney bearing date the day of , in the 

year one thousand eight hundred and , did make, constitute, 

and appoint C. D., oC &c., my true and lawful attorney, for me, and 
in my name, to &.c., (here copy the language of the Letter of Attorney^) 
as by the said letter will more fully appear : now know ye that I, the 
said A. B., have revoked, countermanded, annulled, and made void, 
and by these presents do revoke, countermand, annul, and make void, 
the said letter of attorney, and all power and autliority thereby given, 
or intended to be given, to the said C. D. 

In witness &c., (as in Letter of Attorney.) 



DEEDS. 

All instruments under seal are deeds ; but the term " deed" is 
generally understood as applying to conveyances of land. 

The consideration of a deed may either be good or valuable. A 
good consideration is founded upon natural love and affection between 
near relations by blood ; a valuable consideration is founded on some- 
thing deemed valuable, as money, goods, service, or marriage. 

Every deed or contract is void when made for any fraudulent pur- 
pose or in violation of law. 

A SIMPLE DEED. 

This Indenture, made the day of , in the year of our I^ord 

one thousand eight hundred and , between A. B., of &c., of the 

first part, and C. D., of &c., of tlie second part, witnesseth : That the 

said party of the first part, for and in consideration of the sum of 

dollars, to him in hand paid by the said party of the second part, the 
receipt whereof is hereby acknowledged, hath bargained and sold, 
and by these presents doth bargain and sell, unto the said party of the 
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second part, and to his heirs and assigns forever, all (here describe the 
premises ;) together with all and singular the hereditaments and ap- 
purtenances thereunto belonging, or in anywise appertaining ; and 
the reversion and reversions, remainder and remainders, rents, issues, 
and profits thereof •, and also all the estate, right, title, interest, claim, 
or demand whatsoever, of him, the said party of the first part, either 
in law or equity, of, in, and to the above bargained premises, and to 
every part and parcel thereof : to have and to hold to the said party 
of the second part, his heirs and assigns, to the sole and only proper 
use, benefit, and behoof of the said party of the second part, his beirs 
and assigns forever. 
In witness whereof the said party of the first part has hereunto set 

his hand and seal, the day and year first above written. 
Sealed and delivered in 

presence of [• A. B. [l. s.] 



ivered in )• 
I of [ 

G.H. ) 



QUIT-CLAIM DEED, x 

Know all men by these presents, that we, A. B., of &,c., and E., 

the wife of the said A. B., in consideration of the sum of , to 

us in hand paid by C. D., of &c., the receipt whereof we do hereby 
acknowledged, have bargained, sold, and quit-claimed, and by these 
presents do bargain, sell, and quit-claim, unto the said CD., and to 
his heirs and assigns forever, all our, and each of our right, title, in- 
terest, estate, claim, and demand, both at law and in equity, and as 
well in possession as in expectancy, of, in, and to all that certain 
piece or parcel of land situate, (here give description,) with all and 
singular the hereditaments and appurtenances thereunto belonging. 
In witness whereof we have hereunto set our hands and seals, the 

day and year first above written. 

Sealed and delivered in ) a u r i 

presence of V :^-f- i^-M 

G.H. 

WAERANTT DEED. 

To all people to whom these presents shall come, greeting : Know 
ye tliat I, A. B., of &c., for the consideration of dollars, re- 
ceived to my full ,satis faction of C. D., of &c., do grant, bargain, sell, 
and confirm unto the said C. D., his heirs and assigns, all (here give 
iticription ;) to liave and to hold the above granted and bargained 



A. B. 
E,B. 



[L.8.] 
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premises, with the appurtenances thereof, unto the said C. D., his 
heirs and assigns, to his and their own proper use and behoof foreTer, 
And I do for myself, and my heirs, executors, ajid administrators, 
covenant with the said C. D., his heirs and assigns, tliat at and until 
the ensealing of these presents, I am well seized of tlie premises, as 
a good and indefeasible estate in fee simple, and have good right to 
bargain and sell the same, in manner and form aforesaid ; and that 
the same is free from all encumbrance whatsoever. 

And further, I do by these presents bind myself, and my heirs, to 
warrant and forever defend tlie above granted and bargained prem- 
ises, unto the said C. D., his heirs and assigns, against all claims 
and demands whatsoever. 
In witness whereof I have hereunto set my hand and seal, the 

day of , in the year one thousand eight hundred and . 

Sealed and delivered in 

presence of ^ A. B. [l. ».] 

G. 



:i 



MORTGAGE. 

This Indenture, made the day of , in the year of our Lord 

one thousand eight hundred and , between A. B., of &c., of the 

first part, and C. D., of , of the second part, witnesseth : That 

the said party of the first part, for and in consideration of the sum of 
dollars, doth grant, bargain, sell, and confirm unto the said 



party of the second part, and to his heirs and assigns, all (descrip- 
tion ;) together with all and singular the hereditaments and appur- 
tenances thereunto belonging, or in anywise appertaining. This 
conveyance is intended as a mortgage, to secure the payment of the 

sum of dollars in years from tlie date of these presents, 

with annual interest, according to the conditions of a certain bond, 
dat^d this day, executed by tlie said A. B. to the said i>arty of the 
second part ; and these presents shall be void if such payment bo 
made. But m case default shall be made in the payment of the prin- 
cipal, or interest, as above provided, then the party of the second 
part, his executors, administrators, and assi«rns, are hereby empower- 
ed to sell tJie premises above described, with all and every of the a\y- 
purtenances, or any part thereof, in tiic riiaiiiu'r proscribed by law ; 
and out of the money arising from such sale, to retain tlie sfiid prin- 
cipal and interest, togetlier with tlie costs and charges. 
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mONTElTII AND IVIcNAI^LY'S 
G^:E20G^Xl..i3LX»X3[X:E2S. 



MONTEITH'S FIRST LESSONS IN aEOGRAPHY Price $0 25 

MONTEITH'S INTRODUCTION TO MANUAL OP OBOORAPHy. 40 

MONTEITH'S NEW MANUAL OF GEOGRAPHY 60 

McN ALLY'S COMPLETE SCHOOL GEOGRAPHY 1 00 



MonteJth's First Zjessons in Qeogri^phy— Introduction to Man- 
ual of Geography— fln.l New Manual of Geography, are arranged on 
the catechetical plan, whicli hns been proven to be the best and most RacceSKfuI 
method of teaching this branch of study. Th«* questions and answers are models of 
brevity and adaptntion, and tiio maps are simple, but accurate and beautiful. 

McNally'B Geography conifilctes the Series, and follows the same general 
plan. The maps are splendidly engrnvod, beautifully colored, and perfectly accurate; 
and /^ profile of the country, showing the elevations and depressions of land, is given 
at the bottom of the maps. The order and arrangement of map questions is also 
peculiarly happy and systematic, and tl»e descriptive matter Just w^har is needed, and 
nothing more. No Series heretofore publtslied l>as been so extensively introduced io 
«o short a time, or gained such a wide-spread popularity. 

* These Geographies are used more extensively in the Public Schools of New York« 
Brooklyn, and Newark, than all others. 

PW A. B. Clark, Principal of one of the largest Public Schools in Brooklyn, says : 
**I have nsed over a thousand copies of Monteith's Manual of Geography sinco its 
adoption by the Board of Education, and am prepared to say it is the best wo / hr 
Junior and Intermediate classes in our schools I have ever seen." 

27m Series, in wfiole or in part, Tuia been adopted in tJie 

Public Schools of New York. 
Public Schools of Broo];lyn, L. L 
Public Schools of Now Haven. 
Public Seliools of Toledo. Ohio. 
Public Schools of Norwalk, Conn. 
Public Schools of Richmond, V» 
Public Schools of Madison, Wis. 
Public Schools of Indianapolis. 
Public Schools of Springfield, Mass. 
Public Scliools of U«)lumbus, Ohio. 
Public Schools of Hartford. Conn 
Public Schools of Cleveland, Ohio. 

And other places too numerous to 
mention. 



New York State Nonnal School 
New York City Normal School. 
New Jersey State Normal School. 
Kentucky State Normal School. 
Indiana State Normal School. 
Ohio State Normal School. 
Michigan State Normal School. 
York County (Pa.) Normal Schoo.. 
Brooklyn Polytechnic Institute. 
Cievehincl Female Seminary. 
Public ScIjooIs of Mllwaukie. 
Public Schools of Pittsburgh. 
Public Sihools of Lanca-ster, Pa. 
Public Schools of New Orleans. 

They have also been recommended by the State Superintendents of Illinois 
Indiana, Wisconrim, Missouul North Carolina, Alabama, and by numeroui 
Teachers' Associations and Institutes throughout the country, and are In successful 
nflO la multitude of Public and Private Schools throughout the United States. • 

A. S. BAENES & BUER, Publishers, 

51 & 53 John Street. New Yor.i, 
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ENGLISH GRAMMAR, 

BY S. W. 'CLARK and A. S. WELCH, 

CONSISTINa OF 

CLARK'S FIRST LESSONS IN ENGLISH GRAMMAR Price SO 30 

CLARK'S NEW ENGLISH GRAMMAR 60 

CLARK'S GRAMMATICAL CHART 2 60 

CLARK'S ANALYSIS OF THE ENGLISH LANGUAGE 40 

WELCH'S ANALYSIS OF THE ENGLISH SENTENCE 75 

A more Advanced Work, designed fur Higher Glasses in Academies and Normal 
Schools. By A. S. Wblch, A. M., Principal of the State Normal School ol 
Michigan, atYpsilantl. 



The First Lessons in Grammar are prepared for yonng pnpUs, and as an 
approprinte introduction to the larger work. The elements of Qrammar are here 
presented in a series of gradu«l oral exercises, and, as f^ as possible, in plain Saxon 
words. 

Clark's "New G-rammar, It is confidently believed, presents the only tmo 
and successful method of teaching the science of the English Language. The work le 
thoroughly progressive and practical ; the relations of elements happily illustrated, 
and thoir analysis thorough and simple. 

This Grammar has been officially recommended by the Superintendents of Public 
Instruction of Illinois, Wisconsin, Michigan, and Missouri, and is the Text-book 
ailopted in the State Normal Schools of New York, and other States. Its extensive 
circulation and universal success Is good evidence of its practical worth and superi- 
ority. 

Professor F. S. Jbwkll, o/ihe Nev) York State JTormal School, Buys: 

" Clark's System of Grammar Is worthy of the marked attention of the friends of 
EducHtion. Its points of excellence are of the most decided character, and will not 
soon be sarpasaed." 

•' Let any clear-headed, independent-minded teacher master the system, and then 
give it a fair trial, and there will be no doubt as to his testimony/* 

"Welch's Analysis of the English Sentence.— The prominent features 
of this work have been presented by Lectures to numerous Teachers' Institutes, and 
unanimously approved. The classification, founded upon the fact that there are but 
three, elements in the language, is very simple, and. in many respects new. The 
method of disposing of connectives is entirely so; Tiie author has endeavored to 
5tu<ly the language as it is, and to analyze it without the aid of antiquated rules. 

This work is high'y recommended by the Superintendents of Public Instruction ol 
Michigan, Wisconsin, and other Stiites, and is being used in 'many of the be.st schools 
throfighout the Union. It was introduced soon after publication into Oberlln Col- 
lege, and hw met with deserved success. 

A. S BAENES & BURR, Publishers, 

61 & 53 John Street. New York. 
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NATIONAL SERI ES OF STA NDARD SCHOOL-BOOKS. 

NATURAL PHILOSOPHY AND CHEMISTRY. 

PARKER'S PHILOSOPHT. 

PAEKEE-S JUVENILE PHILOSOPHY Price $0 25 

PAKKEE'8 FIBST LESSONS IN PHILOSOPHY 87i 

•PAEKEE'S COMPENDIUM OF SCHOOL PlIiLOSOPHY 1 00 

The present edition of Parkbr's Scoool Philosophy has been corrected, enlarged, 
and improved, and contains all the late discoveries and improvements in the science 
up to the present time. It contains engravings of the Boston Scliool set of apparatus, 
a description of the instruments, and an account of many experiments whicii cnn be 
performed by means of the apparatus ; and it is peculiarly adapted to the convenience 
of study and recitation. The work is immensely nopnlar, and in very extensive use, 
more po ihan Hny other work of the kind. It hav Oeen recommended by the Super- 
intevdentH of I'uhUo Inxtrutction fl/si<t States, and is tfte Standard Text-book in 
all the principal oUi^ of the United States^ and throughout Canada West 

NOETON'S FIBST BOOK OF PHILOSOPHY AND ASTRONOMY $0 60 

By William A. Norton, M. A., Proft»ss«>r of Civil Engineering in Yale College. 
Arranered upon the catechetical |>Un^ and C4ipii>usly illustrated. Designed for 
Young Pupils commencing the study of the science. 

THE FIRST BOOK OF SCIENCE— Two Parts in Oxr $t 00 

Part I. Natural Philosophy and Astronomy. Part IF. Chrmistry and Allied 

SciENCKS. By W. A. Norton and J. A. Portkr, Professors in Yale College. 
This volume treats of the elements of NiiturHJ Science, and is designed to meet the 
wants of young persons who ilo not intend to pursue h complete course of academical 
study. It is deMirned for Public and Private Sdiools. and will ho found admirably 
adapted to private study, and home instructioi^ in fumiliar science. 



BARTLETT'S COI,Li'OE PlIILOSOPIIT. 

rtlktts Synthktio Mkchantcs. $:^ 00 I Bartlbtt's Oi'tios and Aooustics. $2 
rtleit's Analytic Mechanics.. 4 00 1 Baistlktt's Sphekioal A8tri>n«»iy. 8 
The above are the Text-bookn in the U. S. Military Academy at "West Point 



PORTER'S SCHOOL CHEMISTRY. 

FIRST BOOK OF CHEMISTRY, AND ALLIED SCIENCES, including aa 
Outline of Agricultural Chemistry. By Prof John A Portkk. Price 50 cts. 

PRINCIPLES OF CHEMISTRY, embracing the ino^t recent Discoveries in tho 
Science, and the Outlines of ius Ajtpliciitlon to Ajfrh-ulrure wnd the Arts— ilhis- 
trHte<l iiy numerous experiiuenta newly iidapted to t e simplest H|inaratus. By 
John A. Portkr. A. M.. M D, Professor of Agricultural and Orgjinic Chemistry in 
Yale College. Price * 100. 

Tiiese works have been prepared expressly for Public aitd Union Schools, Academiea, 
and Seminnries. where an extensive course of study on this subject and ex[H^nsive 
apparatus was not desired. <»r could not he afforded. A fair, practical knowledge of 
Chemistry is excewiingiy desirable, and almost a necessity, at the (iresent day, but it 
has heen" taujrht in very lew Public or Union Schools, owing entirely to the' want of 
suitable text-hooks adapted to simple apparatus, or such as c<iuld be rea<lilv obtained. 
It is confidently believed that these works su[)ply this great want, and will be found 
in every respect Just what is required. Boxes containing all the apparatus and mate- 
rials necessary to perform all the experknents described in these books, can be ob« 
tained for $S.00, by addressing A. S. Ijarnes <Sc Bueb, New York. 
The above works are highly recommended. 

PECK'S ELEMEiXTS OF MECHANICS. 

TUa Tolome is prepared by Prol W. G. Pkok, of Colombia College, New York. 
Price $1.50. 

A. S. BARNES & BTJEE; Publishers, 

51 & 53 John Street, New Tork. 



Digitized 



by Google 



KATIOHAL SEEIES OF STANDAIID SCHOOL-BOOES. 

SPELLING AND DEFINING. 

THE JUVENILE DEFINEB: A Collection and Classlflcatlon of Familiab 
Words an<l Names, correctly Spelled, Accented, and Defined. By W. W. Smitu, 
Principal of Giaiumar School No. 1, New York. Price 30 cts. 

This is an invalunble book for yonng children : instend (»f long columns of to them 
incomprellen^ible and nieanlnplek^ word*, the lessons nre formed «>f tli{>.«e \vor«ls which * 
they liear and us«e aiiiio^t every day, but of which il»ey have formed only imperfect 
idea.^ The words are {grouped w'iih reference to himilar sij:rdfi<atinn or use — as ihe 
Beveral kinds of BuiLUtNOS compose one class; — tlie kinds of Vksskls another:— 
Vkiiiclks another; — Cloths another, itc, vtc. ; experience liuving shown that th 
knowledge of one word of a ola«6 prodnces in tlie jiupil a strong desire to know all 
belonging to tiiat cla.ss, witli their various shatles of meaning:, ap]dicacion, <fec. The 
principal words used in tlie dellnitions are also dertned, and ihe arrangemeut is such 
that almost every word in ihe book is dettned at the time or before its employment 

THE GRAMMAS-SCHOOL SPELLER; or, SPELLER'S NEW MANUAL. 

Containing Ilnles for Spellino. with numerous Examples to illustrate the Appli- 
cation of each lUile; together with a large Collection o^' the mo^t Ditlicuit Words 
in tlje English Language, correctly Spelled, Pronounced, and Defined. Arranged 
In Easy Lessons for IntTmetliate Classes. Price 40 cts. 

This hook is designed for those pupils who have studied through the JirvKXiL* 
Dkpinrb. The Knies lor Spelling are in .•simple language, having numerous e.vamples 
of familiar words attached to illustrate the intent of each. 'I'hese Uules teacii the 
formation of the great majority of the «lerivatives, and consequently embrace the 
greater portion of the worils of the language. 

Ttie lessons consist of words grouped with reference to the sameness of sound of 
certain syllables differently spelled ; as authorize, exercise, analyze, naoi-ifice — the 
pronunciation of each of tiiose terminations has in it the sound of ize, though ex- 
pressed by a different combination of lettera Again: humne, borough, bergamot^ 
Oourgeois, birchen^ have the sound o^biir fn the lirst syllable of each, while each is 
spelled differently: the same may be said of chrysalis, crispy^ Christian, crystal— 
all commencing with the sound of ^V*« — and many others. 

The words of the lessons liave also tlio prt»nunciation (in itulicH), and a short 
definition of each attached — the whole comprising the most difiicult words in the 
language. To which are ad led copious Exercises in FaUe Orthography— the words 
to be written correctly by tl^o pupil. It can also be used as a dictation exercise. 

THE SPELLER AND DEEINER'S MANUAL; Being a DICTIONARY and 
BPELLING-BOOK coi ibinod, in which the mt>st Useful Words in the English 
Language are Spelled, Pronounced, and Defined, and arranged in Clas.<es; to- 
gether with Rules for 8. jelling. Prefixes and Suftixes, Rules for the Use of Capi- 
tals, Punctuation Marks, Quotations from other Languages used in English Com- 
position, Abbreviations, &c., Ac. To which is added a Vocabulary of Reference. 
Price 60 cts. 

In this l)ook, designed for the highest class, we have, 1st, A dissertation on tho 
sounds of the Vowels and Cr nsonants, their uses and powers. 2d, Rules for Spelling. 
8d, i'refixes and Suftixes, w th their meanings. 4th, Punctuation marks, and how to 
use them— Rules for the u o of Capitals, Rules for Letter and Note writing, with 
dijts;rams, J^c. In the body of tho work there are about 14,00U of the principal words 
in the language— arranged in classes according to thoir derivation,— correctly spelled, 
pronounced, and defined— tl e pronunciation" having the vowel sounds marked by 
figures which refer to a Kev ea.sily understood and^ applied. By this arrangement, 
thj* knowledge of one word "fa class will give some idea of the others. 

There are also Questiciys at the bottom of each page, which, to be correctlv an- 
swered, require the pupil to Keep constantly In his mind the Rules for Spelling, their 
application. &c 

TIds book can also be useO with great advantage as a Dictioxart. As the woria 
are not in alphabetical order for obvious reasons, an-alphabetieal Vocabulary^ is plaoed 
at the end, by which means my word in the book can be found. 

A. S. BARNES & BURR, Publishers, 

51 & 53 John Street, New York. 
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NATIONAL SERIES OF STANDARD SCHOOL-BOOKS. 



D AV I E S' 

Complete Course of Mathematics. 

DAVIES' IMIIMAUY AllITIIMETIO AND TABLE-BOOK $0 15 

DAVIES' FIRST LESSONS IN ARITHMETIC 20 

DAVIKS' INTELLECTUAL ARITHMETIC 25 

DAVIES' NEW SCHOOL ARITHMETIC 45 

KEY TO DAVIES" NEW SCHOOL ARITHMETIC 45 

D.WIKS' NEW UNIVKRSITY ARITHMETIC... .> 75 

KEY TO DAVIES' NEW UNIVWiSITY ARITHMETIC 50 

DAVIES" GRAMMAR OF ARITHMETIC 30 

Da V 1 KS" N EW ELK.MENTA KY A LlJEIiKA : 75 

KEY TO DAVIES' NEW ELEMENTARY ALGEBRA 50 

DAVIES' ELEMENTARY GEOMETRY AND TRIGONOMETRY.... 1 00 
DAVIES' PRACTICAL MATHEMATICS 1 00- 

Snbauccli Course. 

DAVIES' UNIVERSITY ALGEBRA 1 25 

KEY TO DAVIES' UNIVERSITY ALGEBRA 1 00 

DAVIES' BOURDONS ALGTiBRA '.. 1 50 

KEY TO DAVIES' BOURDONS ALGEBRA 1 50 

DAVIES' LEGENDRES GEOMEFRY '..... 1 50 

DAVIES' ELEMENTS OF SURVEYING 1 50 

DAVIES' ANALYTICAL GEOMETRY 1 25 

DAVIES' DIFFERENTIAL AND INTEGRAL CALCULUS 1 25 

DAVIES' DESCRIPTIVE GEOMETRY 2 00 

DAVIES' SHADES, SHADOWS, AND PERSPECTIVE 2 50 

DAVIES' LOGIC OF MATHEMATICS 1 25 

DAVIES' MATHEMATICAL DICTIONARY 2 50 

Davibs' Mathrm atioal Ch akt (Sheet) 25 

This Series, combining all that is most valuable in the various methods of Europeaa 
Instruction, improved and matured by the suggestions of nearly forty years' experience, 
now forms the only complete consecutive Course of Matfienntiieft. Its methods, 
harmonizing as the work of one mind, carry the student onward liy th© same analogiea 
and the same laws of association, and are calculated to impart a comprehensive knowl- 
edge of the science, combining clearne>s in the several branches, and unity and propor- 
tion in the whole. The higher Books — in connection with Prof. Church's Calctdict 
and Analtftical Geometry— 9X& the Text-books in the Military Academies of the 
United Stiites. The Superintendents of Public Instruction in very many States 
have officially recommended tiiis Serie*. It is adopted and in successful use in the 
Normal Schools of New York. Michigan, Connecticut, and other States, and in a 
large proporti«»n of the best Schools, Academies, and Colleges of the Union. The 
Revised Editions of the Aritlimetics embody all the latest and most approved pro* 
cesaes of imparting a knowledge of the science of numbers. 

A. S. Barkks a Bukr have the pleasure of announcing an kntirelt Nbw "Work, 
bv Professor Daviks, entitled 

Comprising the First Principles of the Science. 
Also, just issued, 

UNIVE.iSITY ALGEBRA, 

jCnibracing the Loirical Development of the Science, wi'.h numerous graded examples 
The Mbove works combine, with the Boukdon's Algrbra, to f4)rm a compleio Jirtd 
con>ecntive course— leading the pupil from the most elementary principles to the 
eonsideration of the most dlHieuIt pr(»blerns of the science. 

A. S. BARNES & BURR, Publishers. 

51 & 53 John Street, N«w STork 
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NATJONAL SEBIES OF STANDABD SCHOOL-BOOKS. 

PARKER & WATSON'S READLNG SERIES. 

rHE NATIONAL ELEMENTAST SPELLER. Price 15 cents. 

THE NATIONAL PRONOUNCING SPELLER. 188p^es. Price 25 cents. 
A full treatise, with words arranged and classified according to their vowel 
sounds, and reading and dictation exercises. 

THE NATIONAL SCHOOL PRIMER- or, ** PRIMARY WORD-BUILDER." 
(Beautifully Illustrated) Price 15 centS. 

THE NATIONAL FIRST READER ; or, " WORD-BUILDER." 

(Beautifully Illustrated) 118 page*. Price 25 cents. 

THE NATIONAL Sf COND READER 224 pag^es. Price 37i cents. 

Containing PriniHry Exercises In Articulation, Pronunciation, and Punctuation, 
(Splendidly Illustrated ) 

THE NATIONAL THIRD READER 288 pa^es. Price 50 cents. 

Containing Exercises in Accen% Emphasis, Punctuation, &c. (Illustrated.) 

THE NATIONAL FOURTH READ ER 405 pages. Price 75 cents. 

Containing a Course of Instruction in Elocution^ Exercises in Reading. Declama- 
tion, Ac. 

THE NATIONAL FIFTH READER 600 pages. Price $1.00 

With copious Notes, and Biugrdphical Sketches of each Writer. / 



These Bbadrrs have been prepared with the greatest care and labor, by Richard 
6. Pakkkb, a. M., of Boston, and J. Madison Watson, an experienced Teacher of 
New York. No amount of labor or expense has been spared to render them as near 
perfect as posfeible. The Illustrations, which are from original designs, and the 
Typography, are unrivalled by any similar works. 

The First Header, or ** "Word-Euilder," being the first issued, is alreadj 
in extensive use. It is on a plan entirely new and original, commencing with toorcU 
<lfone letter^ and building up letter by letter, until sentences are formed. 

The Second, Third, and Fourth- Headers follow the same indnctivi 
plan, with a perfect and systematic gradation, and a strict classification of subjects 
The pronunciation and definition of difficult words are given in notes at the bottom 
of each pnge. Much attention has been paid to A rticiUation and Orthoepy; anc 
Exercises on the Elementary Sounds and their combinations have been so introduced 
as to teach but one element at a time, and to apply this knowledge to immediate use, 
nntil the whole is accurately and thoroughly acquired. 

The Fifth Header is a full work upon Reading and Elocution. Ine works of 
many authors, ancient and modern, have been consulted, and more than a hundred 
standard writers of the English language, on both sides tlie Atlantic, laid under con- 
tribution to enable the authors to present a collection rich in all that can inform the 
understanding, improve the taste, and cultivate the heart, and which, at the same 
time, shall furnish every variety of style and subject to exemplify the principles of 
Rhetorical delivery, and form a finished reader and elocutionist. Classical and his- 
torical allusions, so common among the. best writers, have in all cases been explained; 
and concise Biographical Sketches of authors from whose works extracts have been 
selected, have also been introduced, together with A][ihabetical and Chronologieai 
Lists of the Names of Authors; thus rendering this a convenient text-book for Stu- 
dents in English and American Literature. 

A. S. BAENES & BURR, Publishers, 

51 & 53 John Street, New Tork 
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NATIONAL SERI ES OF STAHDABD SCHOOL-BOPgR 

MATHEMATICS. 

1. Ohurch's Calculus, elements of the differed 

TIAL AND INTEGRAL CALCULUS. Containing the Elements 

of the Calculus of Variations. Arranged by Albert E. Church, 

LL.D., Professor of Mathematics in the United States Military 

Academy. Price $2.00. 

This work was prepared for the students at "West Point Academy, but has been 
Introduced into many other institutions, among which are the following:— Harvard 
College, Cnmbiidge; Yale College; Georgetown College J University of North Caro- 
lina; University of Michigan. 

2. Ohurch's Analytical Geometry, elements of ana- 
lytical GEOME rRY. By Albert E. Church, LL.D. $2.00. 

From SilUman''8 Journal of Science. > 

For a beginner, the best of these will, quite surely, be Prof. Church's recent work. 
The clearness and appropriate cliaracter of his instruction to fourteen successive 
classes at the U. S. Military Academy, show that it was his duty to improve on his 
predecessors. Wf think he has done so to such an extent, as much to facilitate the 
study of this subject 

Oourtenay's Elements of Calculus, the di> bEHENTfAL 

AND integral CALCULUS. By Edward H. Courtknay, lat^ 
Professor of Mathematics in the University of Virginia. $2.50. 

Hackley's Trigonometry, a treatise on trigonom 

ETRY, Plane and Spherical, with its Application to Navigati^p 
and Surveying, Nautical and Practical Astronomy and Geodesy, 
with Logarithmic, Trigonometrical, and Nautical Tables. By Rev. 
Charles W. Hackley, S. T. D., Professor of Mathematics and As 
tronomy in Columbia College. Price $2.00. 

A New Treatise on Astronomy and the Use of the 

Globes. Containing Definitions, Motions and Positions of the 
Sun, Moon, and Planets ; Kepler's Laws, and the Theory of Gravi- 
tation ; Gravitation ; Refraction ; Twilight and Parallax ; Connec- 
tions, Periods, Distances, Phenomena, and Magnitudes of the Heav- 
enly Bodies, composing the Solar System, &c. ; also, an extensive 
collection of the most useful Problems on the Globes ; illustrated 
by a suitable variety of examples. By James McIntyre, M. D., 
Professor of Mathematics and Astronomy m the Central High 
School of Baltimore. Price $1.00. 

Practical Examples in Arithmetic. By William h. reuck, 

Principal of Ward School No. 7 ; and Professor of Mathematics in 
the Male Normal School of New York. Price 50 cents. 

Practical Examples in Denominate Numbers. By the 

iiiame Author. Price 25 cents. 

A S. BAENES & BTJBE, Publishers, 

61 & 53 John Street, New Tork. 
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VATIOVAL SEBIES OF STANDAED SCHOOL-BOOKS. 

HISTOIIY AND MYTHOLOGY. 

M0NTEITH8 CHILD'S HISTORY OF THE UNITED STATES. Price |0 00 
(Dksiqnkd fob Public Schools: copiously illustrated.) 

WILLARD'S SCHOOL HISTORY OF THE UNITED STATES 75 

(With Maps akd Enqbayinos.) 

WILLARD'S LARGE HISTORY OF THE UNITED STATES 1 60 

(With Maps ani> Enobavinos.) 

WILLARD'S HISTORY OF THE UNITED STATES 2 00 

(In Spanish Language.) 

WILLARD'S UNIVERSAL HISTORY IN PERSPECTIVE 1 50 

(With Maps and Engravings.) 

RICORD'S ROMAN HISTORY 1 00 

(With Esgravinos.) 

DWIGIirS GRECIAN AND ROMAN MYTHOLOGY 75 

(School Edition.) 
D WIGHT'S GRECIAN AND ROMAN MYTHOLOGY 160 

(University Edition.) ^ 

MILLS' HISTORY OF THE ANCIENT HEBREWS 75 

. 

Aionteith's History of the United States is designed for yonng scholars, 
on the "cateclieticftl plan, with Maps and Engravings. It has also Biographical 
Sketches of the most prominent men in early history. 

"Willard's Histories are iwed in a large proportion of the High Schools, 
Academies, and Female Seminaries thronghout the United States, and have been 
recommended by several State Superintendents. The History of the United States 
is so highly esteemed, as accurate, reliable, and complete, that it has been translated, 
«nd published in the German, Spanish, and French languages. 

The large woi-k is 'designed as a Text-book for Academies and Female Semina- 
EiES ; and also for Distuiot Schools and Family Libraries. The small work being 
an Abridgemetit of the same, is designed as a Text-book for Common Schools. Tho 
originality of the plan consists in dividing the time into periods^ of which the begin- 
nings and terminations are marked by important events; and constructing a «drt«« 
of maps illustrating the progress qftlie settlement oft?ie country^ and the regular 
advance of civilization. A full Chronological Table will be found, in which all 
the events of the History are arranged in the order of time. There is appended to 
the work the Constitution of the United States, and a series of Questions adapted to 
each chapter, so that the work may be used in schools and for private instruction. 

D wight's Mythology is peculiarly adapted for use as a Class-book, in High 
Schools, Academies, and Seminaries, and is indispensable to a thorough acquaintance 
with Ancient History, and to a proper appreciation of the classical allusions constantly 
occurring in the writings of the best authoi-s. It is also very valuable for private 
reading and study. 

Kicord's Boman History is also designed as a Text-book for Schools, and 
for private reading and reference. It is the most complete and condensed History of 
the Romans before the public, and will be found exceedingly Interesting, and vory 
valuable to all, especially to those wishing to be familiar with the classics. 

A. S. BARNES & BURE, Publishers, 

61 & 53 John Street, New York. 
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